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PROJECT ABSTRACT

Title of Project: A Project to Provide Teacher Training and Resources

for Vocational Educators of Limited English-Speaking Students

Project Duration: October 1, 1978 to June 30, 1979

. . Ob3

Pro

Con

Pro

ectives: The project has focused upon the accomplishment of five
major objectives: 1) to inform Kentucky educators of the need for
English as a second language (ESL) and bilingual or ESL vocaticnal
programs in order to provide equal educational opportunities for
students of limited English speaking ability (LESA); 2) to provide
teacher training in ESL and bilingual/vocational ESL to interested
educators} 3) to establish an information and resource dissemination
center to provide educators with information regarding teacher .
training and other relevant resources related to ESL and bilingual/
ESL vocational education instruction, plus provide a loan service to
disseminate educational materials (with vocational/career education
emphases) for use in programs with LESA students; 4) to conduct an
on-going evaluation of all training activities provided through the
project; 5) to provide an end-of-year conference on ESL and bilingual/
ESL Vocational education. :

cedures: In order to achieve the five objectives of the project, the
project staff has carried out the following activities: 1) provision
of five regional workshops for educators of LESA students, 2)
dissemination of four newsletters for educators of LESA students to
1067 recipients in the state; 3) provision of & state conference for
educators of students with limited English proficiency; 4) update of
a comprehensive bibliography of vocational materials for LESA students;
5) provided a free material loan service for educators of LESA
students; 6) provided an information center for Kentucky educators
seeking assistance with LESA student-related problems; 7) development
and dissemination of six evaluation instruments designed to access
training participants’ attitudes relative to effectiveness and
relevance of project-sponsored training; 8) conducted analysis of
evaluation data.

tribution to Education: The educational background of most Kentucky
educators has not included training to prepare them to meet the special
needs of LESA students. Since the existence of LESA populations in
Kentucky has been documented by a 1978 WKU/BVE study, this project

has sought to supplement the education of these educators in order

to increase equal educational opportunities for the state's LESA
populations. :

ducts: The following products have been yilelded through this
project: a established resource and technical assistance center
to ald educators of LESA students; a comprehensive bibliography
of vocational education materials for LESA students; two teacher-
training models for vocational educators of LESA students.

vi
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CHAPTER I

TNTRODUCTION

The Vocational Amendments of 1976 stipulate that persons of
limited English-speaking ability (LESA) be provided equal access to
One of the primary purposes of this legisla-
tion was the elimination of inequitable and discriminatory practices
based upon linguistic difference ‘in vocational education programs.
This mandate has been strengthened by the issuance of guidelines
bv the Office of Civil Rights, Department of Health, Education and
Velfare, which (1) identify areas of continued discriminatory
practices in vocational education -based ypon national origin and
linguistic dif ference and (2) set forth guidelines for remediation
of these discriminatory practicos.2
following responsibilities for all vocational education programs
which are recipients of federal funding:

vocational education.

These guidelines include the

Recipients may not restrict an applicant*s admission to
vocational education programs because the applicant, as

a4 member of a national origin minority, cannot participate
instruction to the same

2 student whose primary language is I-lnglish.'3
Civil Rights finds that a recipient
nrigin minority persons admission to
or program hccause of their limited
Lnelish language skills or has assigned students to
vocational programs solely on the basis of their limited
Enelish language skills, the recipient will be required

to submit a remedial plan that insures national origin
mipority students cqual access Lo vocat fonal
...11 a recipient scrvice area contains a community of
Gational origin minority persons with limited English
Ianguape skills, public noti
to that community in its lanuuaze and must stite t hat

in and benefit vocational

...Lf the Office/xﬁ

hits denied national
a vocational school

cducation.™

“feation must be disseminated

recipients will
English lTanguage skills wiltl not he
admis<ion and participation in vocatienal prograes. '

1 barrier

foplications randates
inmediate by anparent,

LESA popuiation strata within these athates was
e populations of states stuch as THiinois, Texas,
i h percentace of
However, the LEFSA popnlations in states

theretore,

For sceveral
cocational edugation were existeno
vani Ty documented,

et ank,

YMewico are compriced of minerities
e l‘('.']\!i ‘\' Vif:ihll'.
such as kRentuckwy are not

apparent.  In erder to assess the necd Tor an ef fort by Kentieky

&€
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vocational education programs to serve LESA populations, a study was
conducted in 1978 by Western Kentucky Univerasity through funding from

o . the State Bureau of Vocational Education. Through a statewide survey

— ' and subsequent. interviews, a oomprehensive data base was established

Bt - whith-denerthed Kentueky - LESR-PEpHL) : CHETOfET - Pprograme
serving these populations. This study identified approximately 2256
students of limited English proficiency enrolled in four types of
Kentucky educational programs--public schools, -adult and community’
education, vocational education and community colleges. A total of
96 programs in 43 Kentucky communities (25 percent of all survey
respondents) reported LESA populations residing within their jurig-
dictions and/or comprising a percentage of their student enroliment.
.The study also reported adult LESA populations in at least ten
Kentucky communities which were not being served through any
educational program. Although vocational education has been charged
with the responsibility to recruit and serve LESA students, the WKU
study révealed that, of the four types of programs surveyed,
vocational education programs in the state reported the lowest LESA
enrollment (N=45)
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Interviews were conducted by the project staff at 27 programs
in 17 Kentucky communities with supervisory educational personnel at
programs serving the LESA students. Many of these educators :

° ' expressed a need for training and resources to assist in equitably
serving these special needs students. Interview data revealed that, -
~/in some programs, LESA students‘were not being provided any
- assistance with English language learning; in other cases, the LESA
students were assigned to special education teachers. On the other
hand, several programs appeared to have made notable progress toward
modifying their educational programs to accommodate the needs of
their LESA students. Several adult basic education programs in
Kentucky, plus the Jefferson County and Owensboro Independent school
systems, in particular, had demonstrated notable progress in
implementing English as a second language (ESL) programs for their
LESA students. The majority of these programs, however, were using
existing persognel who had no special training in working with
LESA students.

Need for the Study

The 1978 WKU/BVE study established a comprehensive statewide .
data base which located Kentucky's LESA populations and described
the type of educational services available to these persens,
Although educators in 43 Kentucky communities reported LESA populations -
residing in their programs' jurisdictions, in many instances efforts
to provide equitable education for these populations appeared
incomplete or non-existent. Provision of vocational training for LESA
students was narkedly deficient, based upon enrollment data, as
vocational programs in Kentucky reported the lowest number of LESA
students of the four types of educational programs surveyed. Although
adult education reported the largest number of LESA students in the
state (N = 1115), evidence of articulation between vocational programs

9
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N and ABE programs was miniwmal, A low c
* \Qh communication and cooperation was indicated among most of the four
' tvpes of programs. surveyed--adult education, vocational aducation,

o public schools and community colleges. In several communities, A
BpRS——— """ESTJ"“ﬁ?ﬁ'ﬁfﬁﬁﬁfﬁé‘?&“@fﬁé&dwﬂtﬁ4Mtﬂmzw;ﬁ¥hmmrﬁm&:- -
v for other age level students and/or students desirous of vocational .
training apparently were ngt available, ‘These inconsistencies
indicated the need for a plan to coordinate LESA educational efforts
within the communities where these populations were residing.
Traii 3 for educators serving LESA students had been inaccessible,
since teacher education programs in Kentucky were not designed to
provide assistance or training in this area. In view of the federal
, mandates set forth in the 1976 Vocational Amendments, the 1978 study
confirmed the need for provision of information and training to
Kentucky educational personnel to better insure the state's LESA
populations access to vocational and general educational programs
designed to meet their special needs. In response to these needs,
the Center for Career. and Vocational Teacher Education, Western
Kentucky University, received confirmatior of funding to continue
projec. activities through June, 1979. The objectives of the 1978~
79 project have been as follows:

1. To inform educators of the need for ESL programs and
bilingual or ESL vocational programs in order to
provide equal educational opportunities for lim*ted

Englishifpeakgng students.

2. To provide teacher training in ESL and bilingual/ESL
vocational education to interested-educators. 9

3. To establish an information and resource dissemination
center to provide educators with information regarding
teacher training activities and other relevant resources
related to ESL and bilingual/ESL vocational education
instruction, plus provide a lean service to disseminate
oducational materials (with vocational/career education
emphases) for use in programs with limited English-
speaking students.

To conduct an on-going cvaluation of all teacher training
activities provided as part of the project.

o~

3. To provide an end-of=-vear conferenge at WKU o ESL
and bilingual /ESL vocitional education.

Definitions of Terms

(1) Limited English-speaking ability (LESA) - "limited English-
speaking ability, when used in reference to an individual means:
(1) Individuals who were not horn in the United Stated or
whose native tongue is a language other than Enalish,
and
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other than English is dominant, and by reasons thereof,
have diificulties speaking and understanding instruction
in the English language. e -
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tic technique d:signed to teach English language skills to students

of limited English ability. It is usually taught for a specified:

number of hours each week. English is presented to limited

English-speaking students in much the same way as a foreign
language is taught to English-speaking students. The objective

of this type of instruction is to make non-English speakers .
competent in English and, by this means to enable them to
better function in American society.9

(33 Vocational ESL (English as a Second Language) Instruction - This
type of instruction is provided in English and, like a traditional
ESL class, develops listening, speaking, reading and writing

skills.

However, vocational ESL differs from ESL in that

language objectives are contextualized into work-related
situations; that is content used to teach language skills is

- vocationally oriented. The goal of this type of program is

--—-ta.achieve language and content goals concurrently, thus reducing

time required—for LESA students to overcome unemployment and

underemployment . +" L

(4) Bilingual Vocational Education Instruction - This type of

T m——

instruction uses the primary language to facilitate the acquisi-
) tion of the target language. It also uses the first language,

and then the target language, to teach other than language

skills (e.g., math, clerical skills, repair operations); it

relies less on the first language as second language proficiency

increases., Ii. instances where the teacher is not bilinfuaL,

a bilingual teacher's aide/interpreter may be utilized.ll

(5) Life Skills Instruction - A structured teaching and counseling
approach designed to assist limited English-speaking students in
acquiring the psychological and social skills for coping with
the interrelated problems of living encountered in training, on
the job, in the home, and in the community in American culture.
The individual 1ife problems of limited English-speaking students
are developed into a comprehensive list and categorized. A
syllabus of problems to be covered is then organized; the
majority of the problems will most likely fall into one of the
following five categories:

1Y)
2)
3)
4)
5)

Managing a career

Developing one's self and relating to others
Managing home and family responsibilities
Managing leisure time

Exercising community rights, opportunities and
responsibilities

1]
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(2) Engiish as a Second Language (ESL) Instruction - This is a linguis-

-——



(6)
(7

(8)

(1)

Learning experiences. are then provided which frame the problem in
4 motivationally arousing way, dignify what the student already
knows about the nroblem-task, and what he/she needs to know for.
mastery of the task and give him/her experience in translating
this xnowledge into action.l

-

WHI" - The abbreviation for Western Kentucky University.

BVE - The abbreviation for the Kentucky}Bufeau'of Vocational
Education. o/ ' '

CCVTE - The abbreviation for the Centérjfor Career and Vocational
Teacher Education at Western Kentucky University.

Limitations of the Study

.

Primarily due to time constraints, field testing of evaluation
instruments developed for this study was prohibited. Tn lieu of
field testing, evaluation instruments were subjected to review
bv a panel of educators at Western kentueky University who were

" knowledgeable in the area of instrument development. Constraints

(2)

of time also prohibited rigorous testing for reliability and
validity of the instruments developed for this study. The
evaluation data should therefore be reviewed within the bounds of
these limitations. '

In reviewing ‘evaluation data for both the state conference and the
regional workshops the reader will note that reported attendance
figures are larger than the number of persons completing evaluations.
Since evaluation forms were distributed at completion of the '
training, participants who left training sessions early were unable
to complete evaluations. Job commitments and family responsibilities
were reported to the project director as the reasons for early
departure, as opposed to any displeasure with the training. Since
the conference extended over a period of three days, this occurred
with higher frequency than with the workshops. Although the
evaluation data should be examined with this limitation in mind,

it is the feeling of this author that they can be safely generalized
as reilective of 'overall response to project-sponsored training.

5y
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- CHAPTER 11

. METHODS AND PROCEDURES

e ~ '
]

Tn accordance with the five major obhjkctives of this project,
the atim-of this vear's activities has been to familiarize state
educators serviug LESA populations with the need for appropriate
program modifications, offer resources and training, and evaluate
the effectiveness and value of this training. The five ma{gr
objectives of the project are listed below, followed by descriptions
of the getivities involved in accomplishment of each objective:

Objective I: To inform educators of the need for ESL programs and

- bilingual or ESI vocational programs in order to provide equal

[P : -

. educational oppnrtunitiééjfur LESA students.

L4
Ao A project workshop staff comprised of the project director

+ wlus ESL and cross—cultural specialists has provided .five regional

* workshops across the state of Kentucky. The primary purpose of
these workshops was to emphasize the need for educators to adopt
iSL add biljngﬂul/PSL vocational teaching approaches .in working
v LIf their LESA students. The rationale vor the primary emphasis
upen ESL teacher training was based upon the 1978 WKU/BVE study
vhich revealed that the LESA populations within the state werce
cenerally comprised of persons oft varving linguistic and national
orivin backprounds., Tn view of tiys finding plus the recognized B
Yact Lhat the majoritv of Kentucky's tedachers are monol ingnal
(Fnglish=speaking), the project dircctdr (and ‘censultants hired ftor
training) concurred that the most.practical approach for training o
astate oducators was to stress adoption of !-ISI. (Engplish as n sevond
language) teaching by existing stayt as opposed to trainiyy or,
hNiring teachers for hilingual/multilingual education. Tht mixture
or linguistically diverse students in Kentucky classrooms and tho
impossibility of identifving rulvilingual teachers made the
Silingual education approach cowpletely infeasibles  In instances
where pupils ‘had minimal Engli-0 proficiency and for counselbinge
suidance purpescs, techniques tor wiing Pilingual teachers' aide
(iaterproters) were provided Tor training participants.

The tive pr‘n']c(‘t—-::])tjn.'%nl‘t'(f \-.'('!‘l{,-;}l(\;).\‘ wiere held at the followi:
sites on the dates speciticed: '

Panuarse 19 Paducah Community College
Sebiragare levineton=lexincton Technical Inatitnte
Februarsy 2 Louisvillo=tHoliday Inn=-hardstown Road
Vebhruary 22 Ashland=Greenbe Lake State Lodge
Foebruars 23 Covington=Thomas ore Collese

Y



. Solection of these five locations was based upon the findings o1 tne
1978 WKU/BVE survev, which indicated that these sites were accessible
to the majority of the programs reporting LESA populations.

An inte:sive effort was carried out by the project staff to
notify educators in Kentucky about the workshop. Workshop publicity
wis nrovided through the first project newsletter, DIRECTIONS, which
was disseminated statewide to 1067 educators. The copies of the four
project newsletters are foupd in Appendix A, (Newsletter mailing
list is provided under Objective ITI, p. 10.) In an effort tc promote
workshop attendance, the project offered full reimbursement of travel
‘vxpenses and meals to all participants.

/

The workshop staff was cédmprised of the project director and; two
consultants, Dr. Ronald Eckard and Dr. Carley Dodd, faculty membdrs
at Western Kentucky University. (Sce consultants' vitae, Append£§ B.)
Three planning sessions involving the workshop staff were held priér
to workshop implementation. Responsibilities for the training_ com-
poients of the workshop were assigned as follows:

Description of WKU' 1979 prouject functions and
findings of 1978 studv . . . . . « . . « « . . . Project Director

Description of suggested models for various
. tvpes of programs enrolling L.LESA students . . . Project Director

. ESL methods and procedures e e e e e e e . Dr. Eckard-
Cross—-Cultural Communication . « « « « « « « . . Dr. Dodd

Bilingual/ESL vocational education . . . . . . & Project Directdr
Life survival skills .+ « +» « « « « « « « « « » Project Director
(Counseling com-
ponent)
Dr. Eckdrd
(Survival English
Component)

Fach workshiop was five hours in duration plus a one-hour break for
lunch. Each participant, was provided an evaluation packet, and, as
cach training component was completed, participants were asked to
evaluate that section of the workshop. At the end of the dav's
training, the participants were then asked to complete an overall
workshop evaluation. All evaluations were completed anonymously in
an effort to promote frank responses.

. Following each workshop, evaluations were reviewed by the project
director with special attention to anv workshop wenknesses indicated
bv participants plus their suggestions for improving the qualityv of
the workshop. ~However, since the majority of the evaluations were
highly positive, few modifications in workshop format or training
techniques were necessary.




Examples of supplemental material for the workshops are provided
in Appendix C. These include diagrams of suggested program models,
outline of discussions for the ESL and cross-cultural communication

. training components, supplemental bibliographies for the ESL training
e S component, and supplemental material for the vocational ESL and life
survival skills section. A brief description of each training session
is provided below:

-

Program Models (approximate time allocation - 20 minutes) .

Three types of program models, or designs, were discussed:

. 1) Elementary or secondary schocl -
2) Vocational center with learning center coordinator
3) Vocational center (no learning center coordinator),
or an adult education program ¢ -
Each of these suggested models outlined an interdisciplinary gpproach
for LESA language instruc@gion, involving at least one ESL teacher,
counselor, gpéional bilingual aide, and, in the last two models, the
: . vocational Instructors. The proposed responsibilities for each of -
N these educators were illustrated bv the models. (See Appendix~C,)
The importance of mutual cooperation and communication among all’
nersonnel involved in these models waslstrongly emphasized.

$L--Methods and Procedures (one and one-half hour)

Varicus methods of second language teaching were described in

this section along with techniques f{or assessing the level(s) of LESA
students! English proficiency. Strong emphasis was given to the point
tHat-ESL instruction should be based upon the needs of the students.
(Example: Does the student need ESL instruction to enable him to enter
college, gsoet a job, enter vocational training, and/or carry out daily
responsibilities, such as shopping, getting a driver's license, talking
on the telephone, etc.?) Specific techniques to facilitate var ious

" tvves of language teaching were outliwd, and lists of recommended ESL
materials were provided to participarts. ///”“ .

Cross—Cultural Communication (one hour)

This discussion included an examination of varving tvpes of
- nen-verbal }wcluxvi(»r demonstrated by pessons of differing cultures. A
' discussion of teaching appropriate behavior for American culture vas
included, alony with suggested methods of handling cultural "hilunde -s"
- made by LESA students and educatols ol LESA students.

Vocatlonal ISL (45 minutes) .

One topic which was discussed during this scction was the
rationale for implementing A vocational ESL program; i.c. thesc
programs are nceded For students who are in need of cupodited Tanpumye




learning to get a job due to their economic circumstances. Maethods
for modifvine and adapting vocational materials for LESA students were
then described, The use of a bilingual aide (para-professional) was
also discussed, along with suggested sources for bilingual aides, the
role of the aide, and desirable personal/professional characteristics
of the aidc, ’

_Life éurvival Skills Instrucg}on (one=-half hour)

'One of the primary emphases of this section was the necessity for
identifying the basic survival skills needed by LESA students. The
suggested approach to this need was an interdisciplinary effort of the
counselor and the ESL teacher. A model for a life skills program with
4 counseling and language component was provided to the participants.
(See Appendix C.) The discussiocn leaders stressed that vocational
and/or academic success would be difficult or impossible for LESA
students whose basic needs were not being fulfilled. This was
further illustrated by a brief discussion of Maslow's Hierarchy of
Needs. Suggested approaches for life survival skills counseling were
then set forth, including the use of the bilingual aide for interpreting,
- when needed. Following this, a discussion of suggested activities for
teaching "survival English' was prowided, which included role-playing
exercises and field trips.

B. Also in accordance with Objective I, the project director has
made a concerted effort to dissemjinate information on project
objectives and activities via publications and presentations. In
addition to the project newsletter, ‘three articles have been
submitted for publication; two articles have been published thus
far. (Articles in Issues in Education and KVGA Newsletter have
been published (see Appendix D); an,.article for ED NEWS is
forthcoming.) The project director has also appeared on a Kentucky
Educational Television program, 'New Shapes in Education,' during
which the findings of the 1978 study were discussed along with a
description of 1979 project objectives and actiwvities.

Objective TI: To provide teacher training in ESL and bilingual/
vocational ESL to interested educators

In addition to training described under Objectives I and 1V, the
following training has been publicized through the WKU project:

A Due in part to interest generated by workshop participants,
Western Kentucky University has approved an ESL teacher trainingp
course to be initiated during the summer semester of 1979. A
vocational teacher training component will be offered as part of
this course; this component will be designed and presented bv
the project director. This course has been publicized through the
project newsletter (See April Newsletter, Appendix A) and announced
at the project-sponsored state conference. Names of other state
universities offering FSL teacher training were also provided to
conference participants.

P~y
Sal
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B. Although not sponsored by the WKU/BVE project, a workshop b
sponsored by the Miami Lau Assistance Center for the Jefferson
. County Board of Education and other interested educators from
the. state of Kentucky was publicized through the project newsletter.
(See Appendix A, February Newsletter.)

Objective III: To establish an information and resource dissemination
center to provide educators with information regarding teacher training
and other relevant resources related to ESL and bilingual/ESI.
vocational education instruction, plus provide a-loan service to
disseminate educational materials (with vocational/career education
emphases) for use in programs with LESA students.

A, Four project-developed newsletters were published and
disseminated to a total of 1067 educators in the state. (See
Appendix A.) Kentucky educators receiving the newsletter included
the following:

1. All school superintendents .
- 2., All vocational school directors

3. All vocational regional personnel

4, All special vocational instructors

5. All vocational learning center coordinators

6. Regional and vocational center guidance counselors
7. Regional guidance supervisors for public schools
8. High school principals

9. Directors of all ESL programs in ‘'state
10. All positive respondents to 1978 WKU/BVE survey
11. Directors of all state university ESL teacher training

programs
12. All state community college direetors

The primary functions of the newsletter were to-provide:*~

1. news and publicity about related training activities
in Kentucky (both project-sponsored and cthers)

2. information on resources and assistance available
through the WKU/BVE project and other sources

3. 1ideas for program implementation and/or improvement.

B. As part of a continued complementary effort with the University
of Fentuweky Curriculum Development Center, the WKU/BVE project has
provided a free material loan service to programs enrolling LISA
students. Resources availal-te through this service consisted of
curriculum materials acquired through the 1978 project.plus
additional supplies purchased through the 1979 project budget.

These resource materials comsist primarily of the following types
of curricula:

- l. TISL and bilingual materials (vocational/career education
emphases)
2. Cultural awareness materials
3. Life survival skills materials



A list of these materials is provided in Appendix E. A copv of
this resource list was provided to all workshop and conference
participants. The matetrial loan service was also publicized
through two articles in the project newsletter. (See Appendix
A, December and February Newsletter.) :

1he project staff provided assistance to vocational regional
directors regarding LESA population figures required for thier
annual reports. Data from the 1978 survey were compiled by
vocational regioas upon request from the regional directors.

As part of the 1978 study, the project staff compiled a
bibliography of vocational materials appropriate for use with
LESA students. During the course of this activity, it was
discovered that a paucity of work existed in this field. Therefore,
the 1978 bibliography stood as one of the most comprehensive works
of this type available. In an effort to maintain currency, the
project team has.updated the bibliography during the 1979 project
period, using essentially the same contact and follow-up procedures
outlined in the 1978 report.13 In order to avoid duplicative
printing costs, printing of the bibliography was postponed until
alter the 1979 update. The finalized version of the bibliography
is provided as a supplement to this repbrt.

All workshop and conference participants were provided copies
of the bibliography upon request.

Objective IV: To conduct an on-going evaluation of all teacher

training activities provided as part of the project.

A,

In order to measure traiﬁing recipients' attitudes toward the
quality of training provided and to monitor suggestions for
improvement of services, six evaluation instruments were developed
for this project. Four of the instruments were designed to
evaluate individual training components of the regional workshops.
The remaining two instruments were designed for overall evaluation
of 1) the regional workshops and 2) the state conference.

The design of the five workshop instruments included use of
Likert-type scales to access participants' attitudes regarding the
training provided. Open-ended questions were also incorporated into
the design of each instrument which were primarilv used to access

- participants' suggestions for improvement of training and/or

identify further topics which participants felt should be
addressed. The four instruments for evaluating separate workshop
components were identical in structure except for the headings.
For identification purposes, these instruments were printed on
four different colors of paper. Fxamples of all workshop
evaluation instruments are provided in Appendix F.
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In lieu of field testing, which was prohibited by time S

constraints, the first drafts of these instruments were submitted -

to a panel for critique. This panel was comprised of eight .

educational researchers at WKU plus the director of the Special

Vocational Functions Unit and the coordinator of the Research

Coordinating Unit in the Bureau of Vocational Education. Following )

the panel critique, the designs of these instruments were modified

based upcn the panel's recommended revisions.

For the workshops, an evaluation packet was compiled for each
participant. These packets contained an evaluation form for each
of the four major werkshop components plus an overall workshop
ovaluation. Each participant's packet and its contents were
assigned a unique number in order to keep each set of evaluations
intact and to permit ease of identification. As participants
completed each evaluation form, they réplaced the form into their
evaluation packet. All evaluation packets were completed
anonvmously and were collected at the completion of each workshop.

The conference evaluation form was designed to measurg
participants' attitudes toward effectiveness of training and
relevance to their needs, obtain input on positive and negative
aspects of the training, and access perceptions regarding further
program needs. Participants were asked to respond to evaluation
items on Likert-tvpe scales plus answer three open-ended items.
An example of the conference evaluation form is provided in
Appendix G.. '

-

All evaluation data have been compiled and tabulated, and
these data are presented in the Findings section of this report.

Objuctive Vi _To provide an end-of-year conference 4t WKU on ESL and
bilingual/ESL vocational education.

Interest and support for a state conference for educators of
LESA students were generated during the 1979 project through response
to specifie workshop ovaluation items and through response to a
project newsletter conference support article. A strong ef fort to
promote attendance by vocational education personnel was made by
both the project staff aud BVE personnel. This ef fort included the
vollowing activities:

1. Provision of BVE funding to assist with purticipnnts'
travel, expenses ($66 maximum). Although attendance by
cducators from other programs wis welcomed, priority
for reimbursement wa:s assigned to state vocat ional
eoducation personnel.

2. Publicity through project newsletter,  The April
newsletter featured an article with general information
about the conference (dates, place, travel reimbursement
information, course croedit, and registration form).

13 ,()
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(See April Newsletter, Appendix A.) The May newslettor
was entirely devoted co publicity and information regarding
the conference. (See May Newsletter, Appendix A.)

3 Lutiers to regional vocational directors.. The director of
the Special Vocational Functions Unit in the State Bureau
ol Vocational Education sent letters to all regional
vocational directors informing them of the conference and
urging teams of vocational educatcrs from each regiou to
avail themselves of this training opportunity.

The program for the state conference was designed in accordance
with the following primary objectives:

1. to assess Kentucky's progress during the year toward
providing equal educational opportunities for its LESA
populations

L4

-+ to examine problems encountered during the vear and
examine possible solutions

3. to provide additional training in:

a) ESL .
(1) teaching strategies
(2) curriculum development and/or selection

b) Bilingual/ESL vocational education:
(1) teaching strategies
(2) curriculum development and/or selection

c) to provide training in dealing with cultural
diversities encountered in teaching students
from other national and/or ethnic origins .

d) to provide training in life/occupational
survival skills instruction for limited
English-speaking students

In designing the conference program, the project staff relied
heavilv upon training suggestions from workshop articipants which
were garnered from previous training evaluations. Two of these
recommendations were inclusion of 1) information/training on
immigration and citizenship guidelines and 2) guidance and counseling
procedures for LESA students. (It was felt that other training
recommendations were covered by the existing proposed objectives.)
Therefore, coverage of these two additional topics was added to the
existing conference objectives.

14




The staffing for the conference was comprised of the project
director, twelve resource persons from within the state, and six
consultants with expertise/experience in specific areas. Dr. Norman
Ehresman, -Director of Edur~tion Services at Western Kentucky
University, provided welcoming remarks on behalf of the university .

Representatives from four Kentucky prograus serving LESA
students were enlisted to provide program reports for the conference.

These programs had been visited by the project director as part of

the 1978 study, and it was felt that information-sharing from program
representatives might be of interest and benefit to other participants.
In order to assess Kentucky's progress within the past year in regard
to LESA education, state-level representatives from four program areas
were asked to participate in a conference panel report. These
included three representatives ‘from various units of the State
Department of Education--vocational education, elementary and
secondary education and adult education. The director of ESL
instruction at WKU was the fourth member of this panel, and reported
on the status of LESA education in Kentucky higher education. The
director of the Kentucky Bureau of Immigration and Citizenship also
consented to participate on the conference program to orient
conference participants in regard to regulations on citizenship
requirements, student visas, and related topics.

Vitae for the six consultants hired for the conference are .
rrovided in Appendix B. Each of these persons possessed extensive
consulting experience and/or professional experiise in the topic(s)
which they were asked to address during the conference. The
consultants and their assigned areas of training responsibility for
this conference are listed below:

Ms. Jodi Crandall English for Special

Consultant in Writing

and Linguistics
Center for Applied Linguistics
1611 North Kent Street
Arlington, Virginia 22209

Dr. Nap DuFault -,
Superintendent ™
Elizabethtown City Schools
Elizabethtown, Kentucky 42701

Dr. Ronald Eckard, Director
English as a Second Language
Western Kentucky University
Bowling Green, Kentucky 42101

Mrs. Mary Ann Kearny

English as a Seccond Language
Western Kentucky University
Bowling Green, Kentucky 42101

15

Purposes; Teaching
Culture to ESL Students;
Sources of Help for
Your Program

Opening Address:
"Bilingual Education:
More Doubletalk?"

Kentucky's Present and
Future Status in Educa-
tion for 1ESA Students:
Sources of Help for Your
Program; ESL Mini-Worksl op

Sources of Help for Your
Program; ESL Mini-Workshop
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Dr. JoArn McCarthy, Director " Sources of Help for Your
Bilingual Vocational Education Program; Vocational ESL
Teachor Training Program Mini-Workshoep
Lepartient of Curriculum and
Instruction

233 DeCarmo Hall
T1linovis State University
wormal, Illinois 61761

Dr. John Waidley, Director Sources of Help for Your
Bilingual Vocational Guidance- Program; Guidance and

Education Project Counseling for LESA
Eastern Michigun Universitv Students

Ynsilanti, Michigan 48197

The following resource persons from Kentucky served as contributors

to other sections of conference program:

Mr. Harry Baker

Consultant

Division of Adult Education
State Department of Education

Mr. Lou Perry

Coordinator

Research Coordinating Unit

Bureau of Vocational Education

State Department of Lducation :

Mr. Tenv Koester

Consultant

Division of Program Development .
State Department of Elementarvy and Secondarv Education

Ms. Emmie Rein

Bilingual Specialist
Jefferson Countv Schonls
Louisville, Kentucky

Mr. Charles Black

Assistant Director

Favette County Adult Education
l.exington, Kentucky

Ms. Roberta Shain

ESL Instructor

Favette Countv ABE/ESL Progpran
Lexington, Kentucky

1 6
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Ms. Jacquelyn Milman

ESL Instructor

Fayette County ABE/ESL Program
Lexington, Kentucky

Ms. Karen McIntire
Title I Coordinator
Owensboro City Schools
Owensboro, Kentucky

Mr. Buell Snyder

Assistant Director

ABE/GED Programs

Jefferson County Board of Education
Louisville, Kentucky

Ms. Carol Mudd

Coordinator

Talbert Continuing Education Center
Louisville, Kentucky

Mg, Harriett Keller

ESL Instructor

Talbert Continuing Education Center
Louisville, Kentucky

The Continuing Education Center on the Western Kentucky University
campus was designated as the site for the conference. The dates and
N

times for the conference were from 12:00 p.m., June 6, o 12:30 p.m.,
June 8. A schedule of conference activitics is provided below:

June b

12:00-12:50 Registration

12:30- 1:00 Welcome I
1:00- 1:30 Lecebreaker exercises
1:30= 2:45 Opening Address:

"Bilineual Fducation: More Doubletalk?”
a8

2:45- 3:00 (luke break

1:00= 4430 Panel Discasaion
"Rentueky's Present and Futare Status in
Fducationr for LESA students"



&
=

H:ﬂ04 <03
8:30=-10:00
10:0U-10:15
10:15=11:25
Ist time -
i}rlod
10:15-10:45
10:45-11:55
2nd time

_period
10:55-11:25

H:00= 8:30

S:30= 945

11e°
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!
!

—
to
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12:05=1.2:30

o et i e .

Corfee and doughnuts
"Enpglish for Special Purposes'
Break

Reports from Kentucky Programs
(Participants chose one from Ed(h time period)

1) Jefferson County Schools Bilingual/ESL Program
2) Favette Countv ABE/ESL Program
Break.

1) Owenshnro Citv Schools ISL Program
2) Louisville ABL/IRAP Program
Lunch

"Teaching Culture to ESL Students
Coke break

"Immlkratlon and Cltl/ﬁn‘hlp
Information for Educators"

"Sources of Help for Your Program"

June 8

- ———— e r—

Coffee and doughnuts

'‘Guidance and Counseling for LESA Students”

Break

Mini-tworkshops (Participants chose one)

i) "It Works!: lried and True LSL Texts and
Techniques"

2) "Wocational Education-=Adaptineg Your iroprvam
and Materials for LESA Students”

Break
Conference Wrap=Up

I'valuation
Reimbursement Procedure
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A brief overview of the major conference sessions 15 provided in
the following section: '

Opening Address - "Bilingual Education: More Doubletalk?"

A short history of bilingual education was provided in this speech
by the consultant, Dr. Nap DuFault. The transitional and maintenance
approaches to bilingual education were defined and compared. Present
attitudes on the part of federal agenciles were discussed, with emphasis
made that transitional bilingual education programs appear to be re-
ceiving stronger support by the current administration. Also included
in this address were descriptions of the speaker's personal experiences
in designing a bilingual education program. A period for participants'
questions was provided at the conclusion of the speech.

Panel Discussion - "Kentucky's Present and Future Status in Education
for LESA Students."

This panel featured reports from state department personnel from
three edycational areas--vocational education, adult education and
elementary/secondary education. A report from higher education was
provided by the director of ESL at Western Kentucky University. Each
member of the panel related what the present status of LESA education
was in his respective area. Some of the features of these reports
were: 1) as of 1979-80 school year, the Kentucky program of studies
will include ESL instruction for grades K-12; secondary students may
receive up to 4 units of credit for ESL instruction; 2) supplemental
(30; optional) curriculum funds for public schools may be used as of
1979-80 to purchase ESL materials; 3) in 1981, with the new adoption
of public school textbooks, textbook funds will be appropriated for
purchase of ESL materials, where needed. The state will advertise
for submission of bids by ESL textbook publishers; 4) funding is
available from the Bureau of Vocational Education for establishing
LESA vocational instruction; 5) the BVE encourages intra-programmatic

. cooperation/articulation in provision of equitable vocational education

for LESA students.

¥nglish for Special Purposes

Consultant Jodi Crandall discussed the dif ferences between ESL
(Fnglish as a Second lLanguage) and ESP (English for Special Purposes)
instruction. Some ESP programs cited and described were vocational
English and survival English, Supplementary materials for this section
are provided in Appendix H.

Reports from Kentucky Programs

Representatives from four gstate programs servinglLESA students
reported on thelr program design, funding sources and discussed
teaching strategies/materials used in instruction of these students.
The desipns of these programs were diverse and served varying age-
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= Tt Reports from Kentucky Programs (continued) .

level students., They included a Title VII bilingual education
program at the elementary and secondary level, a vocational training .
program for adults funded through IRAP (Indochiness .Refuges . S S
Agsistance Program), an ABE/ESL program, and an elementary/middle '
school ESL program provided through Title I funding.

TeachingﬁCulture to ESL Studentl

Various culturally-sensitizing exercises for LESA students were
~included in this session ‘of. the conference, which incLudnd exercises
for teaching appropriate "body language" and standard socially-
accepted behaviors for various situations. Also discussed were
sources of culture-awareness materials for educators. Supplementary
material for this conferenve component is provided in Appendix I.

Immigration and Citizenship Information for Educators

. The- state director of the Bureau of Immigration and Citizenship
provided information regarding requirements for citizenship, LESA .
student employment, and student visas. A question/answer session: to
address participarits' specific concerns was included as part of this
presentation, - , ) .

Sources of Help for Your Prbgram

On the first diy of thée conference participants were asked to
identify an area of LESA education in which they needed help and ,
information. ' These needs were accessed through an input sheet which ,
was distributed to all participants., These concerns were compiled .
into a list of topics which were then addressed by a panel of all
consultants during this section. An example of the input sheet and
the resultant list of participant concerns are provided in Appendix J.

Guidance and Counseling fo} LESA Students

The consultant ‘for this session, Dr. John Waidley, is director
of a bilingual vocational guidance project funded by the U.S.
Office of Education. During this conference section, Dr..Waidley
shared a bibliography .of guidance and career education materiala
which was a product of this project. An annotated version of this
bibliography is available upon request from the Eastern Michigan
project. (See Appendix'K,) A film illustrating cultural stereotyping
and "culture shock'-entitled ''Charlie Squash', produced by the
Canadian Film Board, was also presented, Also included in this
presentation was an exercise which was designed to illustrate the
influence oi educators' expectations and confidence for LESA student
success, ”

ot
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Minf-wérkéhép: "It.Works}: Tried and’ TruerESL Texts and Techniques”

This training section focused on provision of material, informa-
tion and practice in techniques which the‘consultants had found
effective in their ELL teaching situations. Training focused upon
resources and strategies for teaching four language.skills? reading, .
writing, pronunciation and grammar. Activities included practice in
use of jazz chants for pronunciation teaching and evaluation of
student needs by listening to a tape of a LESA student's conversation,
tallying errors and deciding what the major ESL objectives for that
student should be. .

Mini-Workshop: Vocational qucatlon-—Adagplng Your Program and
Materials for LESA Students

Strategies for adapting vocational education instruction tq
serve linguistically diverse students were discussed in this training
section. Methods and resources for modifying vocational curriculum
materials were supplied, along with guidelines for using a bilingual
aide/interpteter. Methods for evaluating reading .levels of materials
were also covered, along with strategies for assessing cultural biases
in vocational materials. Supplemental material for this component is
provided in Appendix L. Also used as supplementary material for this
discussion were the WKU-developed workshop materials on use of a o
bilingual aide and adaptation of vocationzl materials for,LESA students
(See Appendix C).

Al



CHAPTER 11T

*  ANALYSIS OF PROJECT FINDINGS

In accordance with project objectives, six training activities
were offered through this project. In addition, an information and
resource dissemination unit was made available to state educators of
LESA students through this project.

In order to report the attitudes of training recipients toward
the quality of the workshops and state conference, evaluation
instruments were developed to access participant atfitudes regarding
the quality of training offered through the project and the perceived
degree of relevance to their program needs.

Furthermore, the functions of the LESA information/resource
unit at WKU were documented by the project.staff in order to monitor
the various agencies/programs served through this'project component.

This section of the report will present both the results of all
training evaluations and an account of the various services provided
through the information/resource unit,

,

Workshop Evaluation Findings

Fach workshop participant at the five regional workshops was asked
to complete five evaluation Instruments--one overall workshop evaluation
and four evaluations of individual workshop components. The findings
from these two types of evaluations will he examined separately.

Fi“diﬁﬁf;’EGEELL”“HLﬁDUL@LLL}Q)rkSh“P Fvaluation Data

Of the total 81 persons who attehded these training sessions, 78
persons totally or partially completed their evaluation packets.,,
- Representat ives of educational programs from 13 Kentucky communities
' attended these workshops.  (Ashland, Cat let tshurg, Covington, Florence,
Ft. Mitehell, Frankfort, Hipghlana Heights, lLexington, Louisville,
- L Morehead, Murrav, Paducah, and “ichmond.)  An examination of the tvpos
ot cducators attending the five worishops reveals that the largest
number of participants. werce from adult oducation (N = 27), followed b
reprresentatives from higher education (N = 210, Participants from
“"other' tvpes ot programs comprised the neni parpest proup (Vo= 19),
These "other" programs included seven graduate students and eight
represcentatives from a county cxlension home oconomics program,
Renresentation from vocational cducat ion and public schoel progriams
wis the lowest, with each of thesce tvpes of programs vielding a total
of nine participants for the workshops. Table | provides a b cakdown
of the number and tvpe of participants for cach of the workshops.
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TABLE 1

WKU/BVE Workshops: Sites, Dates and Number and Type of Participants
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Programs Represented:
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— - — e T -
Site and Date Number of Adult Vocational] Public | Higher !
Participants Fducation Education School Education | 2tner
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Paducah Community Collegpo % .
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Lexington I :
 Lexington Technical Institute - 18 2 2 | 4 4 ' b
February 1 I
I .
Holiday Inn-Bardstown Road 27 ) 4 ' 4 by 0
February 2 .

Ashland
Greenbo Lake State Lodge 11 3
February 22 : )

“Covinzton
Thomas More College ' 11 g
Februarv 23
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Aruitoxt provided by Eic:

Training recipients' responses (N = 38) to an evaluation item -
designed to poll former training in 1L.ESA educational strategies ,
rovealed that 64 percent of the workshop participants (N = 37) possessed
no previous training in this area, although 76.3 percent (N = 45)
reported that theilr programs were serving LESA students. (See Table 2.)

"fhe number of participants from higher education (N.= 10) -inf luenced

this overall percentage, also, as the percentage of participants without
previous training, exclusive of representatlves from higher education,
was 73 percent (N = 27).

TABLL 2

Yorkshop Participants' Previous Exposure to LESA

Education Training \
S P LTI LTI TTOILTIT - T T I T

FI’(“QU('H(‘_\-‘ of " oof Total

. Responses ‘ losponses
o onrevious trainine fefore workshon 37 64.0
Prior training before workshop 21 16,0

Total N 33 100.,0

e e mmn e . = e 8 e e e tmow e e et

A total of 59 workshop participants responded to a question
wric b pelled whether their prosram present Iv enrolled LESA students.
LihA cnroliments were reported by 7603 of the respondents Lo this item,
whrile 3.7 of the respendent s reported no LESA students in their program,
e onatiens L oorivins of LESA students crere reported by 30 werkshop

carticipanta, The responsss Lo Ahis item are presented in fable 3.
Lo most frecuent s reportod tuepe ol LESA enrollees wore Mmiuad
cntollments , foes, standents fren geveral ditferent ndational origios,
Code Nineace (Victnanese, Hmone Thaiooctel) werwe thee decomd et
Croqeent o reperted tepe of TESY . arol Baent, LPSA students ol

' e ad Peg e gl erdediee Cow D il Trandan) were t e tihir ]

cv b oramn th et pvecrent Iy pepors ol Cupes of atudent s heine weroo

e mmer o S wtederie o L teeb B the VAarioms prooriases
EUREITRIEN IFURE A RS A R HE ; v
\
) Prop e Co o ebaa gt tembanee rerertodd b Talieer
St ireant o e ey it eriel Pt rdineg aprereprinte
R (P T S AR R boopee nith LESS wtudepers T NI R G e
Fra ey e b Ui ity e rae s ereeent) aarticipant« P tieated
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Nacional Origin of LESA Students Fnrolled
in Programs of Workshop Participants

g o s a——a +® 8¢ et
————

%z of Participants*'ﬂdmber of Partici-

Reporting this pants Reporting
Type of LESA this Type of LESA
. National Origin Student Student '
Mixed 35.0 14
Indochinese 32.5 13
Hispanic 15.0 6
L Persian Gulf 10.0 4 .
: Chinese/Korean/Japanese 5.0 2
European ) 2.5 1
100.0° N = 30
: (1) "employment skills" _
- . (2) "ideas to teach EFL (English as a foreign language)" ’
. (3) "legal rights, immigration laws, labor permits, etc."
(4) "citizenship materials" .

The major objective for four participants (9.3 percent) was to
acquire information regarding appropriate vocational ‘education program
modifications for LESA students. Four other participants (9.3 percent)
indicated that their primary objective for workshop attendance was ''to
acquire information regarding appropriate guidance techniques to use
with LESA students." The primarv objectives for workshop attendance
reported by participants are shown in Table 4.

Another item on the overall workshop evaluation sought to access
participants' attitudes reparding the perceived degree of success
achieved in fulfillment of their personal objectives for workshop
attendance. This item, which contained a S-point response scale ranging
from "very successful' to "unsuccessful', received a total of 56
responses. A total of 24 participants (42.9 percent) rated the workshop
"verv successful." A rating of "successful" was given by 22 participants
(39.3 percent). Nine participants (16.1 percent) rated the workshop
"moderatelv successful," and one participant (1.8 percent) submitted
an Munsuccessful" rating. Responses to this item are displaved in
Table 5.

Thirteen objectives to be achieved through training activities

were set by the workshop staff. These objectives were discussed with
participants at the beginning of each workshop on the overall workshop

31
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. TABLE 4 ‘
Participant's Major Objectives for Attending Project Workshop
as Reported on Overall Workshop Evaluation Form
Frequency of % of Total
Responses Responses
To acquire information regarding -
appropriate language teaching
strategies to use with LESA
students . 28 65.1
To acquire information regarding
appropriate vocational- education
program modifications for LESA
students 4 9.3
To acquire information regarding
appropriate guidance techniques
to use with LESA students 4 9.3
"Other"  (See text) ’ 7 16.3
Total N Responses 100.0

— e — - —
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T LT S TABLE 8. el ter T

”

Degrne of Success in Fulfilling Participants' Objectives

for Workshop Participation as Indicated on ‘ -
a Five-Point Scale* ‘ ) ' e
A
A
Frequency of 7 of Total
) Responses . Responses
Y Verv Successful 24 43.0
Successful ' Co 22 39.0
Moderately Successful - . 9 . 16.0
Somewhat Unsuccessful 0 0
Unsuccessful 1 2.0
Total N Responses 56 100.0
' .
# 1 = Very Successful to 5 = Unsuccessful
evaluation, participants were then asced to respond on a five-point
Likert tvpe scale regarding the degree of success which thev felt the
\ staff had achicved in accomplishment of these objectives. The value

for the highest rating on this scale was 1 (very successful); the

lowest rating value was 5 (unsuccessful). The mean scores for these
ratings are provided in Table 6. Tt should be noted that ratings on
scales of this tvpe generallv tend to fall in the middle range. The
tendency for the means for all workshop ratings to fall within the

two highest points on the scale is viewed as strongly indicative of
successful accomplishment of training objectives as reflected by
participant evaluation data. TFor an evaluation item requesting
suggestions for workshop improvement,, 76.9 percent of the participants .
completing evaluations did not respond. This was interpreted as a posi-
tive reflection of participant attitudes toward the workshops. Partici-

pants were also queried regarding the need for further training. Of -
the 33 responses to this item, 50 participants (94.3 percent) indicated
that thev would Tike to receive further training. P




. TABLE B . B S

Participants' Responses to Ttems Regardiﬁg Successful Achievement
of Workshop Objectives Using 5-Point Response Scale¥*

e - -

Workshop Objectives : N Responses

|

—-——

1. To demonstrate the need for ESL
instfuction in programs enrolling .
1imited English-speaking students 59

2. To demonstrate that ESL instruction
is more appropriate for students of
limited English-speaking ability than
more unstructured linguistic .
instruction 26

3. To provide appropriafe ESL teaching
strategies for educators of lim%ted
Englisli-speaking students ' 59

4. To demonstrate the neecd for a

" »ilingual and/or ESL vocational ,
education component in programs

enrolling limited English-speaking

students . 57

5. To offer ideas for an interdisciplinary

ipproach between vocational teachers,

FSL teachers and other staff members

for successtully mainstreaming limited
Fnglish-speaking students into revslar

vocational programs 58

i, To examine cultural barriers to antici-
aate in working with limited Fnglish-
speaking students R 58

7. o offer possible solutions to cultural
problems which mav arise in working with
fimited Enwlish-spoeaking students b

<, ‘oo demonstrate the need for lTife skills
instruction for students ot limited

el jgh-sneaking student s b

1 = Verv Successful to 5 = Unsuccesstiul

l. 39

1.41

1.78
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“PABLE & (Continued)

Participancs' Responses to Items Regarding Successful Achicvement
of Workshop Objectives Using 5~Point Response Scale®

e s — s .- ———— —— e s oo e - o - -—— i SRR e )

RIS — — e e e o

Workshop Objectives : N Responses X

9. To offer-educational strategies for
implementing life skills counseling
and instruction 53 1.92

10. To increase sensitivity to the
" educational barriers encountered
‘rom che limited English~-dgpeaking .
student's perspective N 57 1.66

l11. To increase awareness of the need for
implementing program modifications in
crder to more equitably serve limited
English-speaking students . 57 1.66

12. To provide basic educational strategies
with immediate applicability for
nrograms enrolling linguistically diverse
students ' : ' 57 - 2.05

13, To provide practical educational program
ideas for educators of limited English-
speaking students 57 1.98

* 1 = Very Successtul to 5 = lUnsuccessiul

“
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At the conclusion of each of the four major training componants
of the workshops (vocational, ESL, cultural, and life skills), partici-
pants were asked to complete a brief evaluation of that section of the
workshop. The primary purpose of these four evaluations was to provide . - . ¥
participants a vehicle for 1) input regarding strengths and/or weak-
nesses of the four- workshop components and 2) suggestions for improve-
ment of future training. The information provided during each section
was evaluated in regard to applicability to unique program needs,
specificity and practicality. Discussion leaders for each component .
were evaluated on the basis of ability to lead discus§ion, receptivity -
to participants' concerns, knowledge of topic, organization, supplemental ‘
material provided, and effectiveness in addressing participants' needs
and concerns. A total of 74 participants completed component evaluations
(partially or completely). Again, participants were asked to rate
their responses using a 5-point Likert-type scale, with rating choices
ranging froh 5 (very high) to 1 (very low). The mean scores for each
area on the workshop component are provided in Table 7. It should be
noted that the averaged ratings for 35 of a total of 36 responses were
3.69 or higher, which indicate a strong positive recponse by training
recipients. :The one exception to this trend, the 3.17 rating on the .
vocational cdmponent in regard to applicability to programs represented,
mav be attrilbuted to the low number of vocational educators (N = 9)
comprising ‘the workshop audience.>

Participants' suggestions for improvement for each workshop section
and an open-ended response for "other comments' were also requested on
the component evaluations. Thé number and type of responses vielded
through these items are provided in Table 8.

Conference Evaluation Findings

A total of 35 persons from 6 Kentucky communities attended the
project-sponsored state conference for Educators of Limited English
Proficiency. (This number does not iunclude representatives from
CCVTE or consultants.) This total was comprised of 14 representatives
from adult edveation programs, 8 from public schools, 7 from vocational
education, | from a community college and 5 from other areas. The
personnel from other areas included three representatives from the
State Department of Education, one WKU graduate student in bilingual
ceunseling, and one representative from the WKU/ESL department. ‘Iabloe 9
illustrates the compasition of the conference participants in regard
to program area represertation. A list of the names and addresses ol
the conference participants is provided in Appendix M.

At the conclusion of the conference, participants were provided
cvaluation forms to complete anonvmously.,  There were three primary
purposes for this evaluation: 1) to access participants' opinions
of the conference sessions which thev attended in regard to o) quality
of presentation and b) applicabilitv to their program: 2) to obtain
narticipant ratings regarding perceived success of accomplishnent of
conference objectives: 3) to gain participant input reparding

11 38
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2. Specificity N o= 3.8 X = 3,80 X = 4.41 X = 4.09
N = 6l N =71 N =72 N = 52
3. Practicality X' =4.08 X =4,22 X = 4.52 o= 4,39
N = .58 N =70 N =70 No= 51
Discussion Leader _ N
l. Rating of N = 3.87 X = 4.28 X = 4.59 X = 4,12
discussion leader N = 6 N = 74 N =72 N = 56
2. Receptivity to N =4.37 X = 4,56 X = 4,57 X = 4,37
participants’' N = 62 =72 N =70 N =53
concerns
3. Demonstrated . . 3
Cknowledge of X = 4,484 N = 4,67 X = 4,76 X = 4,51
topic N = 63 No= 74 N =173 N = 56
S0 orpanization N o= AL40 X = 4.67 X = 4.67 X = 4,38
N = 62 N = 71 N 71 N o= h4
Y. Quality of
supplemental . .
miaterial X = 4,11 No= A0 X = 4,02 N = 3.29
thandout=) N o= 6l N = 74 N = 69 N o= 5
b, Lftectiveness in
addressing partici- X = 4,30 N o= 400G X = 4,46 NomoaLa0
nants questions N o= a0 o= T4 N o= 71 N o= 58
{n Very Hicshy o= Very Lowy)
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Categories and Frequency of Participant Response to Two
Open-Ended Ttems on Workshop Component Evaluations
Regarding "Suggestions for Improvement'
, and "Other Comments"

Workshop
Component Suggestions, for
Tivtle Tmprovement f Other Comments f -
Vocational ;. More discussion time 3 i1, Informative and 5
valua' le
2. Additional details/ 2. Good presentation 2
information © 1 3. Good discussion/
i interaction 1
l , 4. Need more time 2
! I5. Disliked aspect of
- ! , o format L
i Total N 8 | Total N 1
e e e e .._-._____._.}_,,,ﬁ____-, e
|
EST i 1. Need more time 6 !1. Informative and 9
| , "o valuable
| 2. More discussion, 4 i2. Awareness 2
X interaction
¢ 3. Additional detail/ p) ! 3. Good presentation 8
1 information 14, Need more detailed 1
| 4. Handout 2 information
5, Discussion leader's I 15, Good discussion, 2
' treatment of topic | interaction
6. Dinliked aspect of 1
! . ] format .
: Total N 18 i Total N 23
...... 4;.. e e e e e e a— e e e e = .-_-i- T T
H 1
tultural ' 1. More discussion B! ;1. Inlormat ive and H
; t ime i valuable
' 2. Too general 30, Awareness ]
3, Improved/addit ional 303, Good nresentation '8
; handouts tA. Need more detailed
oAy Additional intorma- 6 informat ion
f tion/detail .
SN, More time 1.
; Total N 1-8 : Total ._)()_
: .

13




" TABLE 8 (Coﬁtinuéa)

»

Categories and Frequency of Tarticipant Response to Two

Open=Ended Items on- Workshop Component Evaluations
Regarding "Suggestions for Improvement"

and "Other Comments"'

Workshop :
Component Suggestions for )
Title Improvement f Other Comments
Life Survival 1. More time 3 l. Informative and
Skills valuable
2. Additional infor- 3 2. Awareness
mation/detail 3. Good presentation
3. Discussion 4 4. Need more work-
leaders' treat- shops
ment of topic
Total N 10

Total N

o~
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TABLE 9 ‘

[

Composition of Conference Participangg'in Regard

' to Types of Programs Represented L s
) n . N -

Participants from Adult Education . . ‘15‘
Participants from Public Schools . L. : . .8 ' '
Participants from Vocational Educatic . o ' ,
Participants from Community qulegéﬁ' ) : . -1 .
Participants from Other Areas ) . - i, ¢ 5 .

Total N Participants o e:v, 7 35 "

4
4

a) strengths and weaknesses of conference and b) needs td_Hg addressed
in the future regarding LESA education. A total of 16 partieipants
partially or totally completed conference evaluations. .

+
.

Two five-point Likert type scales were used to obtain participant , °,
ratings of the conference sessions. Each session was rated from 5 to 1
on two scales, one scale for '"quality of presentation" and the other
for "applicability to my program.' On the '"quality of presentatton'
scale, a rating of 5 reflected a value of "excellent', whereas a rating
of 1 was assigned a value of "poor." Ratings for "applicability to '
my program" ranged from 5 (significant) to 1 (negligible).'.The mean ©
scores for these ratings are provided in Table 10. It was gratifying
to note that the means for all ratings were in the 3.0 or-higher range,
and that the majority (85 percent) of the averaged ratings were 3.5 or ¢
higher. These data were viewed as reflecting a strong positive attitude
of participants toward both the quality. and applicabilitv of the
conference sessions.

The perceived degree of successful achievement of nine confercvi.ce
training objectives was rated by the participants on a five-point
Likert tvpe scale ranging from 5 (Verv Successful) to 1 (Unsuccessful"’.

These objectives and the mean Scores of participants' ratings for each
are provided in Table 11. The mean scores of participants' ratings .
revealed that six of the nine objectives received an overall rating of
4.00 or higher; the averaged ratings for all nine objectives produced

mean totals above 3.00. These ratings indicated that the training
objective perceived by participants as most successfully achieved

was the "provision of opportunity for the conference staff to address

41



M . ™ TABLE 10

Mean Scores of Participant Ratings® of Conference
Sessions Relative to Perceived Quality of

Presentations and Applicability to

Their Program

— e > - —— L e} —— . s e WSS = oo

—

X X
Title of Conference Session N Quality Applicability
OPENING ADDRESS: "Bilingual
Education More Doubletalk?" 15 3.9 3.4
PANEL DISCUSSION: Kv.'s
Present and Future Status
in Fducation for LESA
Students 15 3.5 3.5
REPORTS FROM KENTUCKY PROGRAMS:
Louisville ABE/ESL 10 4.0 3.8
Louisville Biiingual/ESL
Elem. & Second. 7 4.1 4.0
Owensboro LSL - Elem. &
Middle School 3 4.7 4.7
Lexington ABE/ESL 9 4.8 3.5
ENGLISH FOR SPECIAL PURPOSES 13 4.5 4,1
IMMIGRATION & CTTIZENSHIP
INFORMATION FOR EDUCATORS 13 3.1 3.0
SOURCES OF ASSISTANCE FOR YOUR
PROGRAM 12 3.8 3.8
TEACHING CULTURE 10O ESI. STUDENT 15 4.3 4.0
GUIDANCE & COUNSELING FOR LESA
STUDENTS 15 3.5 3.9
MINi-WORKSHOP: ESL 10+ 4.3 4.0
MINT-WORKSHOP: VOCATTONAL ESL ] 3.5 4.4
 %Five-point. rating scale (QUALITY: 5 = Fxcellent: 1 = Poor/

APPLICABILITY: 5 = Significant;

36
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Conference Objectivesland Mean Scores of Participants'

TABLE 11

Ratings* Regarding Perceived Degree of Success

in Achievement of Objectives

Objective

1. Provision of training opportunities on topics

relevant to participants' interest

2. Provision of useful educational strategies
applicable to participants' programs '

3. Provision of opportunity for conference
participants to share ideas, resources

4. Provision of opportunity fo¥ conference

staff to address needs, questions of
participants

5. Provision of opportunity to interact with
and share ideas/resources with other
Kentucky educators

6. Introduction of new educational ideas
which may be incorporated into
participants' educational programs

7. Increased participants' abilities to
address the cultural diversities which are
encountered in working with students from
other national and/or ethnic origins

8. Increased participants' expertise in
equitably serving linguistically diverse

students

9. Provided participants opportunity to assess

Kentucky's progress in provision of equitable

educat ton for students of limited EFnglish
proficiency

15

15

16

15

15

14

15

14

3.66

4.00

4,43

_4.46

4-43

3.07

3.93

414

4.24

s

*Five Point Rating Scale (5 = Very Successfuly 1

37 - 42

'nsuccessiul)
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4.46 on a 5- po}ht scale. Mean scores for three other training Objectlves

were onlv <]ightly lower than this: (1) Provision of opportunity for
conferenc: ertlcipantq to share ideas, resources'" (4.43); (2) "Provision

of opportunity to interact with and share ideas/resources with other -
Kentuckv/educators" (4.33); (%) "Provided participants opportunity to assess
Kentucky's progress in provision of equitable education for students

of ljimited English proficiency." (4.29). Another two objectives which
reccived cverall ratings of 4.00 or higher were: (1) "Increased
participants' expertise in equitably serving ligguistically diverse
students" (4.14), and (2) "Provision of useful educational strategies
applicable to participants' programs' (4.00). Mean scores above 3.00

were received by the remaining three objectives. The objective, "increased
participants' abilities to address cultural diversities which are
encountered in working with gtudents from other national and/or ethnic
origins," received an average rating of 3.93. '"The provision of

training opportunities on topics relevant to participants' interests"
received an overall rating by participants of 3.66. Participants were

also asked to rate the degree of successful achievement of "introduction

of new educational ideas which may be incorporated into narticipants'
educaticnal programs.' This objective received an overall rating of

3.07 by participants.

i

Participants' responses to three open-ended questions were also
requested on the overall conference evaluation. The purpose of these
items was to gain participant input relative to three areas: (1) the
most positive aspect(s) about the conference, (2) the most negative
aspect(s) of the conference, and (3) need(s) to be addressed in the
future regarding LESA education in Kentucky. Participants' responses
te the item requesting their opinions regarding the most positive
aspect(s) of the contference are listed below:

. "access to such dynamic, informed resource persons;
peaceful, relaxing atmosphere

2. "personal awareness of what is happening in state;
new sources of information"

3. "telling people there are materials available when

needed"

%, "intercommunication and sharing of ideas"

5. '"new ideas, new materials, exchange of ideas"

. "high qualitv of consultants"

7. "Jodi Crandall. Evervthing she presented was something .
I could identify with or benefit from or both"

5. "specific techniques to use in the classroom; bibliographies;

information on other areas of evpertise' :
4, "having information, material and persons able to speak
and communicate in the vocational language"
In. "T feel evervone was helptul with excellent ideas"
1. "small groups which could have specific problems
discussed; excellent consultants'" (unusual to have so
many good ones)
12, Msharing of FSI techniques by Kentucky educators
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opinions regarding negative:ééﬁécés'of‘the éoﬂfé
following responses:

~ 1. "seeming lack of interest shown (outwardly) by participants" '
I 2. "should have had more reprfsentation from across state" S
' 3. "too minimal to mention" . '
. 4, "too much emphasis on straight ESL rather than incorporating

some ESL techniques into the standard classroom material"
"too far to walk to lunch"

"not enough time"

"Speakers boring, not relevant"

"no national representatives of other cultures as
consultants'"’

00~ O n

“ 1

Participant responses to the final evaluation item which identified
: their opiniong regarding future needs for LESA education in Kentucky
were as follows: : .

1. "Basic, tried and true effective teaching and counseling
techniques; means of seeking and receiving assistance"
2. '"teaching methods; teacher training"
3. "more workshops for teachers and administrators; better
means of becoming aware of materials and resources"
4., "teacher training; provision of funding" '
5. "state plan’ in vocational education needs to be developed
. to give direction to the various regions"
6, : "training teachers to adapt .their teaching methods to the
ESL students in his/her class"
7. "what vendors have the best useable materials"
8.. "more detailed instruction" :
9. "very good conference; should be geared more to the
shop trade teacher"
10. “u&ferstanding American attitude toward refugees in general
and\ specifically concerning refugees working"
11. "teachers of adults not literate in any language need
more methods and materials on how to teach those students"

Services Provided Through Project Information/Resource Unit

. The project staff has sought to provide three primary services
through a LESA education information and resource unit housed at CCVTE
at Western Kentucky University. These three major functions have been

. : as follows:

1. Provision of information service to assist Kentucky
educators in various phases of LESA education

2. Provision of a free material loan service to Kentucky
educators of LESA students

3., Provision of project-developed products to LESA educators

Q ‘ 3 9 441




-~1n Kentueky-wers vequired to-document the number-of TESA —mdivﬁnaig

~ directors contacted personnel at the Bureau of Vocational Education -

In preparation of 1979 annual reports, regional vecations

residing within their respective regions. Through use of data obtained
from the 1978 study, the project-staff assisted the regional directors
in reportiug this Information. (In several instances, the regional

for this information, but, in all cases, the 1978 WKU data were used.)

It should also be noted that the foreign language consultant in N
the State Department of Elementary and Secondary Education, Division of
Program Development, has reported that the 1978 WKU/BVE study has served
as a valuable resource in activities related to the functions of that
office and has served as documentation for the need to focus more

.attention to ESL instruction in Kentucky schools. 14

Although extensive efforts have been made by the project staff to
encourage state LESA educators to avail themselves of the free material
loan service provided through the project, response to this service
has been limited. During the course of this year's project, only three "
requests have been received for material loan. Part of this may be due
to the fact that the majority of these materials are vocationally-
oriented and, thus far, very few of the state's vocational schools have
implemented vocational ESL instruction. Other programs in Kentucky
for whom these materials might be appropriate, such as adult education,
have already purchased their own materials, thus reducing their need
for assistance with materials. (Note: The Center for Career and
Vocational Teacher Education *has been granted funding for further
activities for 1979-80, and an intensive effort will be carried out
by the project staff to familiarize Kentucky vocational educators with
the resources available through the project and encourage extensive use
of these materials. This will be accomplished by taking the materials
to the vocational schools for examination by special vocational
instructors, learning center coordinators, and others.)

On a related note, the Community Education program in Bowling (reen
has called upon the project staff to assist in establishing an ESL
instruction program for Southeast Asian refugees. The program, to be
implemented in the fall, will be primarily one of vocational and
survival ESL instruction, and the project staff has pledged full
cooperation with material loan and assistance with program design.

Copies of the bibliography of vocational materials for LESA students,
initially developed during the 1978 project and updated during 1979, -
have been frequently requested by both Kentucky educators and educators
from other parts of the nation. Fifty copies of the 1978 bibliography
were printed at WKU, since publication of the completed work was being
postponed until after the 1979 update was complete, and since numerous
requests for the work were being received. Of the 50 bibliographies
printed, 48 have been disseminated to persons both in-state and nationallv,
who have requested a copy. A list of programs and agencies included in
this dissemination are listed on the following page:
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Paducah Tilghman High School
Paducah, Kentucky

'Murray Adult Learning Center

Murray, Kentucky

Paducah Adult Education Program
Paducah, Kentucky

Northern Kentucky State
Vocational-Technical School
Covington, Kentucky

English/ESL Department _
North~rn Kentucky University '
Highland Heights, Kentucky

Adult Learning Center
Ashland, Kentucky

Adult Homemaking Drop-In Center
Ashland, Kentucky

Morehead Adult Learning Center
Morehead, Kentucky

Home Economics Extension Program
Catlettsburg, Kentucky

.

Favette County Adult Education
Program -
Lexington, Kentucky

Department of lLearning Skills
Fastern Kentucky University
Richmond, Kentucky
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Paris Junior College
(Mrs. Regis Welch)
Paris, Kentucky

Bilingual Vocational Teacher:
Training Project

(Dr. JoAnn McCarthy)

Illinois State University

Normal, Illinois

RCU® Unit-Vocational Education
Tennessee Department of Education
Nashville, Tennessee .

Bilingudl Vocational Teacher
Training Project

Georgia State University

Atlanta, Georgla

Coordinator, Special Needs Programs
Department of Education
€heyenne, Wyoming

Bureau of Education for
the Handicapped
Washington, D.C.

Occupational Curriculum Labora-
tory

East Texas State University

Commerce, Texas

Dept. of Vocatjional Education
Georgia State Dept. of Education
Atlanta, Georgia

Maryland Vocational Curriculum
Research and Development Center
Denartment of Industrial Education
University of Maryland

College Park, Maryland

Development Associates
Arlington, Virginia

Bilingual Vocational Teacher
Training Progzram

Fitchburg State College

Boston, Massachusetts




.Division of Program Development
Dept. of Elementary and -

Secondary Education
Frankfort, Kentucky

Center for Continding Education
Murray State University
Murray, Kentucky

Bilingual Vocational Instructors

Training Program
University of San Francisco
Multicultural Program
San Francisco, California

Bilingual Vocational Education-

Project

Bilingual Education Services
Center

Arlington Heights, Illinois

Bilingual Vocational Education
Project

New Mexico State University

Farmington, New Mexico

Florida Educators Information
Service :

Career Education Center

Florié;/étate University

Tallahdssee, Florida

Bilingual Vocational Guidance
Project

Eastern Michigan University

Ypsilanti, Michigan

Connecticut State Department of

Education
Hartford, Connecticut

Center for Applied Linguistics
Arlington, Virginia

Bilingual Vocational Instructor

Training Program

Central Connecticut State College

New Britain, Connecticut

Permission was also granted to the bilingual vocational teacher
training project at Illinois State University to incorporate the 1978

bibliography as part of their 1979 final report (with full acknowledgement

to WKU and Kentucky BVE for its development).

Although data are not available to substantiate' the strength of
project contributions to their dccurrence, several other events took
place during the course of the project year which are reported herein,
since the project staff was closely associated with their inception.
One of these events was the formation of a Kentucky chapter of TESOL
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workshops, the project ne sletter, and the state‘'conference. (See 4

.

staff worked closely with others at WKU in organizing the Kentucky
TESOL affiliate and publigcized 1ts formation through the regional

February.and April Newsletters, Appendix A.) The proposed purpose

of this organization will be provision of & forum for state educators
of LESA students to share resources and ideas and to continue efforts
to upgrade LESA education in Kentucky. Activities of the organization
will include dissemination of -a state newsletter to members and
provision of a state conference during the 1979-80 school year.

Due in part to interest generated through the WKU/BVE regional
workshops, support for ESL teacher training at Western Kentucky University
was documented, and a course to train ESL teachers was initiated during
the summer semester of 1979.

It might also be assumed that, due to the extensive dissemination
of the project newsletter to 1067 Kentucky educators, a higher degree
of awareness of the existence of Kentucky's LESA populations and their
special needs has been produced among Kentucky educators. '

.o The pFodese . .
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CHAPTER IV

CONCLUSIONS AND RECOMMENDATIONS

Based upon the findings of this project, the following conclusions

are presented:

Conclusion #1.

Conclusion #2.,

Conclusion #3.

Conclusion #4.

Five regional workshops and one state conference for .-
educators of LESA students have been provided through
this project: ~Training was provided to a total of

103 Kentucky educators from 18 programs. Total enroll-
ment for all training was 116, but 13 persons attended
both the state conference and one of the workshops.

The?;‘ training sessions provided through this project
hav® consistently generated positive evaluations from
educators in attendance. These evaluations accessed
participants' attitudes toward:the quality of training
and dcgree of relevance to their programs.

Vocational educators in Kentucky demonstrated a low
level of participation-in training provided through

the project. A total of 15 vocational educators

availed themselves of this training, with 9 attending
workshops and 7 attending the state conference. (One
vocational educator participated in the state conference
and one of the workshops.) These vocational educators
who have elected to attend training provided through

the project have rated it highly in respect to quality
and relevance to thelr needs.

Before attending the training provided through this
project, a large percentage of the participants
possessed little or no training to enable them to
respond to LESA «tudents' special needs. O0f 58 work-
shop participants responding to an item querving

prior training experience, 37 participants (64 percont)
indicated that their previous educational training
included no preparation for working with LESA students.
If these data are examined with the exclusion of data
from participants from higher education, the percentage
is even higher. Workshop participant data (exclusive
of those from higher education) revealed that 73 percent
of workshop participants possessed no prior training
on LESA education.




Conbiusion #5.

Conclusion #6.

Conclusion #7.

Conclusion #8.

Conclusion #9.

Conclusion #10.

Conclusion #11,

Conclusién #12.

Conclusion #13.

A fotal“of-15.Kéntucky.ééﬁﬁuhlﬁiééhﬁéféhféﬂféséhféd o

at the 1979 project training activities (Ashland,
Bowling Green, Catlettsburg, Covington, Florence,
Frankfort, Ft. Mitchell, Highland Heights, Lexington,
Louisville, Morehead, Murray, Owensboro, Paducah and
Richmond). ' '

The main objective for attending project-sponsored

‘workshops reported by a majority of the participants

was for acquisition of information regarding appro-
priate language teaching strategies to use with LESA
students.

A majority of workshop particlpants indicated that

this project-sponsored. training was either "very
successful' (43 percent) or "successful' (39 percent)
in fulfilling their objectives for workshop attendance,
and 94.3 percent of the participants’ who completed
workshop evaluations indicated that they would like to
receive further training of this nature.

Through the project-sponsored information unit, assis-
tance to vocational regional directors was supplied by
the project in compilation of regional LESA data for
1979 annual reports from each vocational region.

The free material loan service available for Kentucky

educators of LESA students has received limited usage =~

during the course of this year's project.

A total of 1067 Kentucky educators received four
project newsletters during the span of this year's
project, informing them of project activities and
resources and providing articles on ESL teaching.

Educators attending all project-sponsored training activ-
ities reported a strong -need for continued provision of
training to upgrade their expertise in LESA education.

Although the level of interest in conference and work-
shop attendance evidenced by state vocational educators
has been tepid, interest, support and participation from.
representatives from adult education programs throughout
the state has been strong. A total of 35 representatives
from adult education programs have attended training pro-
vided through this vear's project. (Total number of
adult education participants was 41, but 6 persons
attended both the state conference and one of the
regional workshops.)

Based upon evaluation data from conference participants,
the training objectives for this activity were success-
fully achieved.

1]
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Conclusion #15.

Conclusion #16.

[
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Conclusion {17.

Recommendations
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Based upon data from conference participants, the "
most positive aspects of the state conference in-
cluded the following:

1. - access to high quality of consultants,
resource persoms

2. opportunity for exchange of ideas

3. the provisien—of specific classroom
techniquées by consultants, resource
persons (vocational and ESL)

4. 1increased awareness of Kentucky programs
for LESA students B

Based on input from conference participants' evaluation
forms, future needs to be addressed relative to LESA
education in Kentucky incdude:

1. More training for LESA educators, counselors
and administrators designed to respond to
the following needs: 1) ESL teaching tech-
niques, 2) materials and resources, 3) finan-
cial assistance, 4) teaching LESA students who
are also illiterate in their native language,
5) teaching strategies for LESA students in
vocational classes, and 6) LESA counseling
techniques.

2. State plan in vocational education should be
developed to give direction to regions which
include LESA populations

3. Identify publishers who have most appropriate
materials to use with LESA students

4. Provision of funding for LESA education

Based upon the number of requests received to date, a
high level of interest can be projected for the project-
developed bibliography of vocational education materials
for LESA students. The project staff continued to re-
ceive requests for this work from bilingual/ESL voca-.
tional programs throughout the nation.

The training provided through the 1979 WKU/BVE project .
has been the only statewide training effort of this
nature available to Kentucky educators of LESA students
during the 1978-79 school year.

The following recommendations are presented based upon the findings

and conclusions

of this project:




Recommendation 1. As evidenced by the response to training provided
through this year's p¥foject, a significant number of Kentucky
ecucat.rs are faced with the challenge of equitably serving LESA
studencs, and are responsive to available training to assist
them in this effort. :

Recommendation 2. Since the majority of Kentucky educators of LESA stu-
‘dents possess minimal training to prepare them to address the special
needs of these students, the need exists for continued provision
of inservice activities to upgrade expertise and provide assis-
tance with specific problems. This training should be available
for educators of children K-12 and for educators in vocational
and adult education. To date, the WKU/BVE project activities
have been the only statewide effort of this nature. The strong
response to these efforts should document the need for state
level decision makers to support a permanent program which would
fulfill the training needs that this project has ‘addressed.

Recommendation 3. Decision makers at the state level should respond
to this need in our state by:

1. acknowledging the existence of these LESA populations
within Kentucky and requiring adoption of appropriate
educational strategies designed to meet their special
needs

2. initiation of census studies in communities identified

" through the 1978 WKU/BVE study to acquire in-depth
information on identified LESA populationms.

3. encouragement of funding allocations to:

a) support implementation of appropriate programs
to meet the needs of the various age-level LESA
persons identified, and

b) provide inservice for educators responsible for
LESA education.

Recommendation 4. State guidelines should be developed and disseminated
to inform educators for all age-level students of the appropriate
measures to follow when adapting their programs to serve LESA
students.,

Recommendation 5. The low level of interest in project-sponsored train-
ing evidenced by Kentucky vocational educators would appear to
indicate that this area has not been assigned’a high priority to
date, despite federal mandates. Leaders in Kentucky vocational
education must increase their awareness of this need within the
state, must inform vocational educators of their responsibilities
to respond to this need, and must generate greater support for in-
creased expertise through participavion in available training by
vocational educators emploved in communities which include LESA
populations.

&}
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.Recommandatdon 6.~ The number of .LESA-populations within cur state -~ jwoped
promises to increase rather than diminish. Decision makers =~ =~ = =
at the state level must confront this reality and sddress the
needs which will arise. State financial resources must be
allocated to respond to these needs, and educators at the :
T : local level should be informed of -the availability of these funds. : -

i

Recommendation 7. The teacher preparation programs for both vocational
, and general education within the state universities should carry
, * out efforts to more effectively address this need, as the likeli-
hood that graduates of these programs will be working with LESA
students continues to increase. ]

Recommendation 8. Although educators from 15 Kentucky communities
ve been served through project training activities, it should

be noted that the 1978 WKU/BVE survey located LESA populations

' residing withig 43 Kentucky communities. Although the project
staff has succeeded in providing training to 103 educators
within the state, continued efforts should be carried out to
upgrade the expertise of other educators who are serving LESA
students. Based upon data garnered from those who participated
in this year's training, the educational background of a large
majority of educators for grades K-12, adult education and
vocational education includes no prior training on LESA education. P

_Recommendation 9, Future training efforts for vocational educators
of LESA students should emphasize the following;
1. .program designs for vocational ESL instruction .
2, the roles and responsibilities of vocational education N
administrators, special vocational instructors, éounselors,
) regular vocational teachers, and bilingual aides within a
' vocational ESL program.
3. assessment of.LESA students' vocational aptitudes, abilities, -~
and English proficiency levels oo
4, guidance and counseling strategies for LESA students
5. cultural orientation for LESA students _
6. adapting vocational classroom techniques and materials - .
for LESA instruction .
7. teaching LESA students who are also illiterate in their .
native language
&. survival skills teaching and counseling strategies
9, federally mandated responsibilities of vocational
programs serving LESA populations
10. sources of funding to assist Kentucky vocational programs
. serving LESA populations

-

Recommendation 10. Through mutual coordination/cooperation and increased
articulation among the various educational programs within communities,
the needs of LESA students within the state will be more effectively
addressed. A unified effort by public schools, vecational, and -
adult education programs will insure that the, needs of LESA popula- -
tions within ‘each Kentucky community are more completely fulfilled.

Cy
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Recommendation 11. In view of recent directives issued by President

‘' Jimmy Carter, an increasing incidence of additional resettlement

- .of Southeast Asian refugees throughout the nation, including

e Kentucky, may be projected. The President has ordered that the . Com
number of these refugees being admitted to the Unitéd States be
doubled to a total of 14,000 per month. Considering the imminent
reality of this new influx of non-English speaking populus,
Kentucky educators, both vocational and general, must face the
strong probgbility that they may be charged with the responsibility
of serving a part of this new population through their programs..1

Recommendation .12. The author realizes that, on the part of .some
educators, negative and resistant attitudes pefsist toward
accepting the responsibility for educating LESA students.

However, it is the hope of this author -that, upon examination of
our basic humanitarian beliefs and through response to our
professional obligations as educators, increasing numbers of
educators will take up this challenge of responding to the special
needs of these populations. In instances where this has occurred,
the rewards have been gratifying. The large majority of these
populations are highly motivated to learn and become productive
American citizens. If educators will be willing to offer LESA
students assistance with language acquisition, our country

can be enriched by the contributions of these citizens. Continued
inflexibility and resistance, on the other hand, will only lead

to frustration and failure for those who have looked to our
educational systems for help and have been denied equal access,
based upon linguistic difference.
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Evaluation of

ESL COMPONENT

LA

i
¥

, WORKSHOP FOR EDUCATORS OF LIMITED ENGLISH-SPEAKING STUDENTS 7@
. Sponsored by Western Kentucky University :
through funding from the State Bureau of Vocationgl_Education

The purpose of this evaluation is to improve future workshops plus

obtain your input relative to the success of this trainiug. This : S
information will be reported by group only--not by individual. Thank

. you.

. NOTE:

I. Please rate each of the following components of the ESL trainirg session.
Circle the number which best reflects your answer for each.

A, INFORMATION PROVIDED:
Verv Appli- Applicable Moderately ~ Somewhat Not Appli-
cable to My to My Pro- Applicable to Applicable ~cable to
Program , Bram My Program to My Program My Program
5 4 3 2 1
Very Fairly Somewhat Too N\
Specific Specific Specific General General’
. 5 4 3 2 1
Very: Somewhat Extri’y
Practical Practical Practical Impractical Impractical
5 4 3 2 1
B, DISCUSSION LEADER:
Excellent Very Good Good Fair’ Poor .
Discussion Discussion Discussion Discussion Discussion
Leader Leader Leader Leader Leader
5 4 3 2 1
Very Re- Receptive Somewhat Re- Somewhat Un- Very Unre- -~

ceptive to

to Partici-

ceptive to

receptive to

ceptive to

Participants' pants' Participants' Participants' Participants'
Concerns Concerns Concerns Concerns Concerns

5 4 3 2 1
Very ) Somewhat Somewhat Un- very Un-
Knowledge- Knowledge- Knowledge- informed re- informed
able about able about able about garding regarding
Topics Topics Topics Topics Topics

5 4 3 2 1
Very Well- Well- Moderately Somewhat Very Dis-
Organized Organized Well-Organized Disorganized organized

5 4 3 2 1
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e . . Provided . ° Proviécd  Provided Provided Provided
o Excellent - Very Good Good - Fair Poor .
Handouts Handouts . Handouts Handouts Handouts o

. Addressed Addressed’ Addressed Did Not
] Participants’ Addressed Participants'’ Participants'’ Address
o Questions Participants' Questions Questions . Participants' .
e - Very Ef-’ Questions ‘Moderately ‘Someviat - OQuestions o

fectively , Effectively Effectively Effectively Effectively

— 5 ,ob -3 2 !
T, SUGGESTIONS FOR IMPROVEMENT:
D. OTHER COMMENTS:
I‘ La ]
<
\

197
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sLvaluation ot Toe a IR
CULTURAL BARRIERS '
COMPONENT .

_ WORKSHQP - Fﬁ& EDUCATORE OF 4 4 %ﬁ{wn STUDENTS ... . .- . oo
Sponsored by Westcrn Kentucky University ]
through funding from the State Bureau of Vocational Education

. NOTE: The purpese of this evaluation is to improve future workshops plus
B obtain vour input relativ to\the success of this training. This e e
information will be reported LY group only--not by individual. Thank ‘
- }’O‘l. . \\‘
1. DPlease rate each of the following components of the ESL training session.
Circle the number which best reflects your answe:: for each. L
A, INFORMATION PROVIDED:
) Veryv Appli- Applicable Moderately Somewhat Not Appli-"
cable to My to My Pro- Applicable to spplicable cable to —
Program gram My Program to My Program My Program
- 5 4 3 2 1
Very Fairly Somewhat Too
Specific Specific Specific General General
5 4 3 2 1 i
Very Somewnat Extiemely
Practical Practical Practical Impractical Impractical
5 4 3 2 1
B, DISCUSSION LEADER: .
"Excellent Verv Good Good Fair Poor
Discussion Discussion Discussion Discussion Discussion
Leader Leader Leader Leader Leader
5 4 3 2 1
Verv Re- Receptive Semewhat Re- Somewhat Un- Very Unre-'

ceptive to

Participants'

Conceoerns

)
Voery
Knowloedge-
able about
Topics

L‘)

Verv Well-
Organized

5

to Partici-
pants’
Concerns,

4

Knowledpe-
able about
Topics

’
4

Well-
Organized

4

ceptive to

Participants'

Concerns
3

Somewhat
Knowledge-
abhle about
Topics

3

Moderately

Well-Organized

3
N
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receptive to

Participants'

Concerys
2

Somewhat Un=
informed
parding
Tepics

g~

9.

-

Somewhat
Disorganized

2

ceptive to

Participants’

CConcerns
1

Very lin-

i 1formed
reparding
Topics

1

Very Dis-
organized

1



Provided Provided

lixcellent Very Cood

andout s Handouts
g s ' 4

Addressed
Participants' Addressed
Quest ions Participants'

= - Very Ef- Questions
fectively Effectively
n ) 4

C. SUGSESTIONS FOR IMPROVEMENT:

Provided,

Good
Handouts

9.

Addressed
Participants
Questions
Moderately
Effectively -

3

.

Providad

Fair ¢

"Handouts

3

Addressed
Participants
Questions
Somewhat
Effectively

2

P
Providdd
Poor

Handouts

1. Sz

Did Not
Address .
Participants’
Questions
Effectively

1

D+ OTHER COMMENTS:
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- : . ) Sponsored by Western Kentucky University
- through funding from.the State Bureau of Vocational Education

Concerns

b
Very
Knowledge-
able about
Topics

5

Verv Well-
Organized

5

Concerns

4

Knowledge-
able about
Topics

4

Well-
Organized

4

61

Goncerns
3

Somewhat
Knowledge~
able about
Topics

3

Moderately

Well-Organized

3

52

Concerns
2

Somewh: t Un-
informed re-
garding
Topics

LY
-

Somewhat
Disorganized

2

R , NOTE: The purpose of this evaluation is to improve future wofkshops plus - :
' obtain your input relative to the success of this training. - This . e
information will be reported by group only--not by individual. Thank
", you. . '
I. Please rate each of the folloﬁing components of the ESL training session. .
Circle the number which best reflects your answer for each.
A. INFORMATION PROVIDED:
Verv Appli- &pplicable Moderately Somewhat Not Appli-
cable to My to My Pro- Applicable to Applicable cable to
- Program gram My Program to My Program My Program
. .
. 5 4 3 2 1 T
Very Fairly Somewhat Too
Specific Specific Specific General: General
5 4 3 2 1
Very . Somewhat Extremél}
Practical Practical Practical Impractical Impractical
5 4 3 2 1
N _
B, DISCUSSION LEADER:
‘Excellent Very Good Good Fair Poor
Discussion Discussion Discussion Disct ssion Discussion
Leader Leader Leader Leader Leader
5 4 3 2" 1
Verv Re- Receptive . Somewhat Re- Somewhat Un- Very Unre-
ceptive to to Partici- ceptive to receptive to ceptive to
Participants' pants' Participants' Participants' Participants’

Concerns
1

Very Un-
iaformed
regarding
Topics

1

Very Dis-
organized

1



-~
Provided
Exvellent
Handouts

s .
Addressed
Participants'
Questions

Veory Ef-
fectively

9

SUGGESTIONS -FOR IMPROVEMENT:

Provided
Very Good
Handouts

4

Provided
Good
Handouts

-3

" Addressed

Addressced
Participants'
Questions
Effectively

4

Participants'

Questions
Moderately -
Effectively

3

Provided
Fair
Handouts

2

Addressed
Participants'
Questions
Somewhat
Effectively

2

-

‘Provided
Poor

Handouts

I .

Did Not
Address
Participants'
Questions
Effectively

1

——

. OTHER COMMENTS:
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LIFE SKILLS . Co
COMPONENT

s oo -+ JMORKSHOP-FQR-EDUGATORS-QF: LIMLIED. LN
Sponsored by Western y
through funding from the State Bureau of Vocational Education’

ARG SR R P RN

NOTE: The purpose of this evaluation is to improve future ﬁorkshops plus \
obtain your input relative to-thesuccess of this training. This

information will be reported by group only--not by individual.

you,

Please rate each of the following components of the ESL training session.

Circle the number which best reflects your answer for each.

A, INFORMATION PROVIDED:

Very Appli-
cable to My
Prozram

5

Very
Specific

5

Very
Practical

5

Applicable

A to My Pro-

gram

4

Specific

4

* Practical

4

B, DISCUSSION LEADER:

Excellent
Discussion
Leader

5

Very Re-
ceptive to

Participants'

Cconcerns

5
Ve l'y
Knowledge-
able about
Topics

5

Very Well-
Organized

5 .

Very Good
Discussion
Leader

4

Receptive
to Partici-
pants'
Concerns

4

Knowledge-
able about
Topics

.4

Well-
Organized

4

Moderately

. Applicable to

63

My Program
3

Fairly .
Specific

3 B

Somewhat
Practical

3

Good
Discussion
Leader

3

Somewhat Re-
ceptive to
Participants'
Concerns

3

Somewhat
Knowledge-
able about
Topics

3

Moderately
Well-Organized

3

54

Somewhat

* Applicable

to My Program
2

Somewhat
General

2

Impractical

2

Fair _
Discussion
Leader

2

Somewhat Un-
receptive to
Participants'
Concerns

2

Somewhat Un-
informed re-
garding
Topics

2

Somewhat
Disorganized

2

Thank

Not Appli-

cable to
My Program

1

Too
General

1

Ex*.cumely
Impractical

1

Poor
Discussion
Leader

1

Very Unre-
ceptive ' to
Participants’
Concerns

1

Very Un-
informed
regarding
Topics

1

Very Dis-
organized

1



Provided
Excellent
Handouts

5

Addressed

Participants'
Questions
Very Ef-
fectively

5

C. SUGGESTIONS FOR IMPROVEMENT: __

Provided
Very Good ¢
Handouts

»

Addrussed

~ Participants'

Questions
Effectively

4

Provided
Good

Handouts

-

Addressed
Participants'
Questions
Moderately
Effectively

3

Provided
Fair

Handouts

2

Addressed
Participants'
Questions
Somewhat
Effectively

2

Provided
Poor
Handouts

1

Did Not
Address
Participants' -
Questions . .

.Effectively .

1

D, OTHER COMMENTS:

-

<
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EVALUATION

SRR N L, L .:a'smwi RIS e T
" TTWORKS )

- OF LIMITED ENGLISH-SPEAKING STUDENTS

SPONSORED BY

s WESTERN KENTUCKY. UNIVERSITY
— e 44 wveme w AND
: © = = . . KENTUGKY BUREAU OF VOGATIONAL EDUCATION

IO
©A) T am employed at a(n):

Vocational school

High school

Elementary school

Adult education program
Other---please explain:

B) My professional title is:
Administrator
Classroom teacher
Counselor
Other---please explain:

i

II. Please provide the following information:

A) 1) Does the educational program in which you are employed currently

include any students of limited English-speaking ability (i.e.,
students whose primary language is one other than English)?

YES NO

2) Description of my program's limited English-speaking students:
Primary language(s):

Number enrolled:

- B) What was vour major objective for attending todav's workshop?

1. To acquire'information regarding appropriate language-
teaching strategies to use with limited Fnglish-
speaking students.

[FURPEIEPRIPIRI

o

To acquire information regarding appropriate voca-
tional educatlion program modifications for students
of limited English-speaking ability.

(CONTINUED--next page)
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3. To acquire information regarding appropriate guidance
_ techniques to utilize with limited English-speaking
students.

4. To acquire information regarding administrative fupli=~
cations for programs serving limited knglish-speaking

students,

5. Other---please explain

C) How successful was this workshop in fulfilling this objective for
you? (Check one)

1. Very successful 4, Somewhat unsuccessful

2. Successful ) 5. Unsuccessful
: 3. Moderately successful

A) What did you like best about the workshop?

o e - . ——— e i 4 e s

— am s e e oa S 8 s S e St @ @ b e e vy e ma s ettt @ @A Mo wmam e e s el e oo o

B) What did vou like least about the workshop?

e ot . e 4 e S W momm —mi—e 8 Smacciemm i - m——t o ¢

e e ———— A ot i e 8 § o M Ao o e S et e S8 ot

O ] e e o en e ek amimeet e et mm e e me e i e e v o

C) Suggestions for improvement:

w . — et oo—

v e o e e—— -t o e e - eyt s S s oot o Somime $ W S o e e e
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B)

-

students is tentatively planned for June at Western Kentucky Univer-
sity. This conference will provide in-depth training in ESL, voca-
tional ESL, cross-cultural awareness, life skills plus opportunities
for other information and idea-sharing. Please indicate your level
of interest in attending this conference: (Check one)

1. I will definitely plan to attend.
2, T probably will attend.
3. 1 am not sure whether I can attend.

4. I will not attend. Please check reason(s):
financial

scheduling
other:

5. If I cannot attend, I will encourage someone else from
my program to attend.

l

Do you feel further training of this nature is needed for educa-
tional personnel in your program?

YES NO

1) (a.) If YES, please check all areas in which you feel further
training is needed:
1. ESL Training
. Cross~Cultural Training
. Vocational ESL-Training
. Life Skills Training
Other area(s)---please specify:

(S I = SN U% 3 S )
.

]

(b.) For vour program needs, which one of the following modes
of training would be most effective? (Number in order of
preference; 5-most effective, l-least =ffective)

State conference

Additional workshops

Inservice training

Classroom consultation

University courses

|

]

2) 1f NO, please explain: _ R

67
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VI.

+

-of .this nature before-today? . - . - ..

YES NO

If YES, please describeigource(s) of training below:
Workshop - © e
Inservice : : ‘ '

University or college course(s),.

Other (please specify): : e

-

4

Listed below are the objectives of this workshop. Please indicate how
successfully you feel each of these objectives has been achieved.

1. To demonstrate the need for ESL
instruction in programs enrol-
ling limited English-speaking
students + ¢« « + s e 4 6 s . e e

2. To demonstrate that ESL in-
struction is more appropriate
for students of limited English-
speaking ability than more
unstructured linguistic in-
struction. . . . . . o 0 0 0 .

3. To provide appropriate ESL
teaching strategies for educa-
tors of limited English-

speaking students, . « « . . . .

4. To demonstrate the need for a
bilingual and/or ESL vocational
education component in programs
enrolling limited English- .
speaking students. . . . . . . .

5. To offer ideas for an inter-
disciplinary approach between
vocational teachers, ESL
teachers and other staff members N
for successfully mainstreaming ~
limited English-speaking stu-
dents into regular vocational
PrOBrams . . o « o o o o o o o o l
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v

10.

11.

12.

13.

"speaking student's perspective .

To examine cultural barriers

to anticipate in working with
limited English-speaking
students . . J_. . . 4 4 . .

To coffer possible solutions to
cultural problems which may

arise in working with limited
English-speaking students, ., .,

To demonstrate the need for
life skills instruction for
students of limited English-
speaking students. ., , . . . . .

To offer:educational strategies
for implementing life skills
counseling and instruction . . .

To increase sensitivity to the
educational barriers encountered
from the limited English-

To increase awareness of the

need for implementing program
modifications in order to more
equitably serve limited English-|
speaking stud&nts. . . ., , ., . .

To provide basic educational
strategies with immediate
applicability for programs

enrol)ling linguirtically diverse

students . . ., ¢ e e e e e e

To provide practical educati:omal
program ideas for educators

b e e

of limited English-speaking
students . . . . .

(=4
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CONFERENCE EVALUATION

State Conference .
for
Educators of
Students With
Limited Englicn Proficiency

June 6-8, 1979
Western Kentucky University

Sponsored By
The Center for Career and Vocational Teacher Education
through funding from the
State Bureau of Vocational Education

73




Your completion of this evaluation form will assist the project staff 1n
assessing. the success of this conference. Thank you.

I. Please check }our job.description:

A. Instructor/Teacher-~Subject(s)
Vocationaq
_____ABE
Secondany
—___University/Community College
Other (please specify: )

B. Administrator
____Vocational
—_ABE
—___Public/parochial school
" University/Community Co11ege
—__Other (please specify: )

C. Counselor
Vocational
____Secondary
—___ABE ‘
~ Other (please specify: )

D. Otﬁer job description: Please specify

——————

E. Does your educational program presently enroll students of limited
English proficiency?

Yes--(approx. no. )
No
Not Applicable

II. Please rate each of the conference sessions which you attended. Circle the
nunbers which best reflect your ratings of each session.

QUALITY OF APPLICABILITY
PRESENTATION TO MY PROGRAM
Excellent Poor Significant Negligible

Opening Address: Bilingual

Education: More Doubletalk? 5 4 3 2 1 5 4 3 2 1
Ky's Present & Future Status

in Education for LESA

Students 5 4 3 2 1 5 4 3 2 1

73
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Reports from Ky. Programs: )
Check Sessions Attended

[ ] Louisville Bilingual Elem.
and Secondary. . . ¢ « . .

] Owensboro ESL. . . . . . .

[ ] Lexington ABE/ESL. . . . .

[

English for Special Purposes .

Immigration & Citizenship

Information for Educators. . .

Sources of Assistance. . . .

Teaching Culture to ESL Students

Guidance & Counseling ior

LESA Students. . . « « .« . .

Mini-Workshops:
Check Session Attended

[ TESL: ¢ v o o o o o o o o o

Nz (ERIE A A R e ey sm s ik .
S RN ﬁi?ltbfz‘.ﬁﬁ:f Buwe R, TR O T

S opd o
N oo N

5
5
5
5
5

W W A

(3]
F -
N .

(734

[ ] Vocational Education . . . .~

Please rate the success of this conference for each of the

Provision of training oppor-
tunities on topics relevant

to my interests . . .. . oo .

Provision of useful educational

strategies applicable to my

Program . o « « o o « o 0 o o e o

Opportunity for participants.
to share ideas, resources . .

Cpportunity for conference
staff to address needs,

questions of participants . . . .

Opportunity to interact
with and share ideas/re-
sources with other Kentucky

educators . .« .+ e o e 00 e e e

75

o
W W
"NN

_ Very Successful

S....

5
5
5
5
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following areas:

Unsuccessful
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6. Introduction of new edu-

-~ cational ideas which may
e be incorporated into my B . _
fpm ) s program e« s o e o ® o e o 0 b-o . 5 l.'4 3 2 ‘ . . .*':W:i

. 7. Increased my ability to
address the cultural diver- .
sities which are encountered
in working with students
from other national and/or
ethnic origins. . . . . . .. .. 5 4 3 2 1

8. Increased my expertise in
equitably serving 1inguis- :
tically diverse students. . . . . & 4 3 2 1

9. Provided opportunity to
. assess Kentucky's progress
in provision of equitable
education for students of
1imited English proficiency . . . 5 4 3 2 1 .

IV. The most positive aspect (or aspects) about the conference was (were):

V. The most negative aspect (or aspects) about the conference was (were):

l 76
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VI. Based upon your experience (at this conference and in your educational
settingg what need(s) do you feel need to be addressed in the future
regarding education for Kentucky's students of 1imited English proficiency?

~J
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APPENDIX C N
Supplemental Material for Conference Session E;tx\itled N
"English for Special Purposes" .
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OBJECTIVES FOR THE TEACHER:

Listening Comprebension

Student will be able to: :

1. Compre¢hend and answer simple questions about the long
dialogue. ' '

2. Identify the different terms used with the telephone
system. ' '

Speaking

v, will be able to:
Jive an appropriate response when:
a. asked about making and receiving telephone calls.
b. asked about the use of telephone and interoffice directories.
c., asked about taking messapges., .
2. Recite a short dialogue with one another
4., Ask questions to elicit the above informution.
4, Perform all of the above with acceptable pronunciat iou.

Read ir}&_;'nd WUrjting

Student will be able to:

1. Read o - .sage and answer comprehension questions for
homewr: ‘catwork,
2. Compl . short writing assignment for homework/sratwori,

OBJLCTIVES F OR TIE STUDENT:

In this lesson you will:

1. Listen to and understand the lopg-dialoguc.

2. Learn verbs and words about making and recciving teleplione
calls. 2

3, TLearn to use telephone and zip code dircctories.

4, Learn to take megesages.

5. Memorizue a short dialoguc, )

G. lave a short conversation with another student.

7. Read a short scelection and ansver questions.

8, Do a short wvriting assignment,

THS TRUCTIONAL _AIDS

[N

Local tetepheone directory

CLERICAL (5) 1
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SCANE | PIALOGUE S

To the Teacher: The following dialogue is intended to introduce the
student to 1) irregular verbs in the past tense,
- most of which were introduced in Unit IVs 2) - ..
auxiliary will. TFollow the same presentation proce-
durc as outlined in Units 1-3.

v % % % %

To the Student: Listen to the following dialogue. Do not memorize it.

1. TFollow along in your book as your teacher- reads
the dialogue. '

2. VWhen your teacher tells you to do so, close your
book and listen to the dialogue again. *

3. Open your book. Your tecacher will explain words
and sentences you do not understand.

4. Close your book. Listen to the dialogue again.

5. Answer t}m questions your teacher asks. Give short
answers.

Situation: It's a busy day. Mary Ann will need Chau's help with the
phione. '

Mary Ann: I began this -monthly report yesterday, but it's not
~ finished.
Chau: Can I help?
Mary Ann: Will you take the calls again today? Mrs. DeWitt wrote

uas a memo. A Mr. Gonzalez will call collect for her.
Accept the charges and transfcr hin right avay.

Chau: 0.K. I made calls yesturday and took messages, but 1'l1
need some help with the collect call,
Mary Ann: You won't have trouble. It's casy. 1'11 be right here.
- Chau: ' 0.X. (phone rings) Good morning, Marketing.
Dicna: Good morning. This is Diana from Panorama Trovel. Some-
one in your office made a reservation for Mrs. Dellitt .
to Miami. Was that {irst class or coach?
Chita Will you hold? T'J1 find out. Mary Amnn, did you make )
the rescrvation for Mrs. DeWitt to Miari?
Mary Ann: Yes, T guve Panorama all the information.
Chau: Well, they forpot to uvrite down "Sirst class' or "coach.

Will shie {1y lirst clasa?

Havy Ann: 1 don't remcuber.  Last time she (lew coach.,  We'll have
to ¢all thew back,

CLERLCAL (5) 2
84
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Diana:
Chau:

Diana:

(phone rings)

Chau:

Operator:

Chau:

Mary Aun:

Chau:

Mrs., DeWitt:

Corprebension

R

Gorey T kopt you waiting, Diana, We're not-sure-gbout - - owedR =

the flight. Can we call you back?

0.K. I gave you my number, didn't I?

I saw it in the rolodex., It's 596-4001, isn't it?
That's right, We'll be waiting for your call.

- Good morning, Markaoting.

I have a colleet call for Jane DeWitt from Martin Gonzalez.
Will you accept che charges?

Just a minute, Operator. Mary Ann, here's the call from
Mr. Gonzalez. How do I transfer it?

Push the intercom button und dial 21. Tell Mrs. DeWitt
it's long distance. '

Mrs. DeWitt, your long distance call from Mr. Gonzalez
is on line 7.

Thank you.

(nestions

Teacher:

1he following

1. What is Mary Ann busy with?

2., What did Mary Ann ask Chau to do?

3. - What did the travel agent forget to write down?
4, Did Chau teake phone calls yesterday?

5. Was the call from Mr. Gonzalcz collect?

csercises drill irregular verbs iu the past tense:

begin
bring
come
do
cat
find

forgaet
Cly
rot
give
§.0

| have
» hear

Prescnt

W r—— > v

am/are/is

find out

Past Present Past
was/were hold held
began keep : kept
broug t know knew
came leave left
did make made
ate read 0 read
found say said
found out see saw
forgot send sent
{floew speak spoke
ot take took
FaVe tell told
wont think thought
had write wrot e
hoeard write down wrotl.c doun ;

CLERICAL (5) 3
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1.

Repetition Drill.

. .« Repcat the following
after your teacher.

I took messages.

I made calls yesterday.

I gave them thc information.

Mrs, DeWitt wrote us a memo,

She fiew coach.

1 kept you waiting.

Icv was easy for you.

I began this wonthly report yesterday.

They forgot to write down first class or coach.

We didn't fill in first class or coach.

Did you make the reservation?
Did Mrs. DeWitt £ly first class?

sentences

2. Substitution Drills,

(2)
T: Maxy Ann wrote -he report.
began
recad
brought
sent
(b)
T: The sceretary knew the area code.
found
had
got

(¢)

T: Chau made calls yesterday
took mussages
wrote menos
made reservations

e

Repeat the first sentence

after your tecacher. Then make

a sentence using the words, (cues)
provided, | .

S: Mary Ann wrote th¢ report.
Mary Ann bcgan the report,
Mary Ann read the report.
Mary Ann brought the rcport.
Mary Annu sent the report.

w

The secretary knew the arca code.
The secretary found the arca code.
The secretary had the arca code.
The scceretary got the arca cede.

S: Chau made calls yesterday.
Chau took messages yesterday.
Chau wrote memos yesterday.
Chau made rescrvations yesterday.

CLERICAL (5) 4
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T:

¢
(a)
. T
7/
(v)
e

: - S TR e *
The operator knew the private S: The operatoer knew the pr{yate .
number=s number. *
' kept a telephone The operator Kept a telephoue ' C
directury directory. :
found the extension The operator found the extension.
~—n\ sav tl.e ncw dircctory The operator saw the new directory.
\
Multiple Substitution Drills, .

The operator took the call. S
the number

He

gave

Diana

knew

¢xtension

got

an outside line

a long-dictance call
Chau

took

lirs., DeWitt flew to RNew York S:

last month.
yastewday
Chau and liary Ann
today
came

wont

lle
resterday

87

Repeat the first sentence after

your teacher. Then make a oo
sentence using the werds (cues)
provided.

'the operator took the call.

The operatr. tock the number.
He took the nu.‘ber.

He gave the number.

Diana gave the number.

Diana kuaew the number. .

Diana k.iew the extensien.

Diana got thec extension.

Diana got an outside line.
Dians got a long distance call,
Chau got a long distance call.
Chau took a long distance call,

»

Mrs., DeWitt flcw to New York
last month.

Mrs. DeWitt {lew to New York
yesterday.

Chau and Mary ‘Ann flew to New York
yesterday.

{* ¢+ and Mary Ann flew to New York
vuday. N

Chau and Mary Ann camc to New York
coday.

Chiau and Mary Ann went to New York
today.

e went to New York today.

e went to N York yesterday.,

AN

CLERICAL (5) 5



4,

(a)
T:

(b)

5.
(a)

(b)

T:

PR P T

Question and Short Answer Drills,

Did Mrs. DeWitt write a memo? S:

Did Chau muke calls yesterday?

Did Mary Ann begin her report
yesterday? )

Did Mr. Gonzalez make a collect

Y ocall?

Did Chau know Diana's phone number

Did Chau keep Diana waiting?

Did Mrs. DeWitt fly first class St
last time?

Did Mr. Gonzalcz make a.local
call? : ‘

Did Mr. Gonzalez make a station-
to-station call?

Did Chau havc trouble yesterday?

Did Maty Ann send the monthly
report?

Answer Drills.
Ack the following questiens.,
Students will answer, ''Yes,

i ... it," using the past,
tense.

Didn't you leave a message? S
Didn't you hear the dial tone?

Didn't you give the avea code?

Didn't you make the call? °

Didn't you read the divectory?

Didn': yeu get an outside line?
Didn't you take the message?

v

Ask students to answer in the
negative.
\B

Did you know her private number? S:
Did you get the charpes?
Did you hcar the phonae?
Did you find the number?
Nid you take the person-to-person

call?
Did you bring the directorics?

sdg

. ' . *

Give a short affirmative
answer.

Yes,
Yes,

Yes,
Yes,

Yes,
Yes,

Give

No,

sshe did.

8

she did,
she did.
he did.

she did,
she did.

a short negative answer.

he didn't,

No, e didn't.

No, he didn't.

No,

No,

]

he didn't.

she didn't.

T

Answer your tecacher's questions
in the affirmative, using the
past tense of the verb. 'Yes,
I... 1it."

Yes, I left it.

Yes, I heard it.

Yes, I gave it.

Yus, I made it.

Yes, I read it.

Yes, I got -it.

Yes, I took it.

This time answer in the nega-
tive, "No, I didn't ,,, it/them."
Mo, T didn't know it.

No, I didn't pct thew,

No, 1 didn't hear it. a
No, 1 didn't find it.

No, T dido't take it.

No, I didn't bring them,

CLERICAL (5) 6
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6.
-
.
. T
.
&
&
7
]
) 7.
T:

‘T was in the cafeteria

Answer Drill.

Students may give affirmative
or ncgative answers, Ask for
appropriate answers from the
dialogue.

Was Mrs., DeWitt in her office? S

Were you in Mrs., DeWitt's office?

Were Chau and Mary Ann in the
cafeteria?

Was Chau at her desk?

Were you at home yesterday?

Was I at Chau's office today?

Was Diana -at Panorama Travel
Agency? ' :

Was Mr. Gonzalez out of town?

Was Mr. Gonzalcz in Mrs. DeWitt's
office?

Tranformﬂthn-Drlll

Give the foflow1ng sentences in
past tense and ask students to
change them into interrogatives.

DeWitt was in her office.

Chau was at her desk, ,*

Mr. Gonzalez was out of touwn.

Diana was at Panorama Travel
Agcncey .,

1 was at home yesterday.

I was in my office today.

at noon., .,

Visay was in the mail room. .

Chav and Mary Ann were in the
supply store.

The operator was

Mrs.

at.the switchboard.

Question and Ansver Drill.,

Provide the cue and ask the first
student to ask a question with '
"Didn't you ...?" Second studeat
will give an affirmative answor,
First student asks another question
using "When ... 7"  and secoed ¢tudent
answers using the cued adverb of
time.

wmake a call.

ko]

v .
O S

this alternoon

89

Give a short answer to your ’
teacher's quecstion, Use
affirmative or negative answers.
Give an appropriate answer

using the dialogue,

Yes, she was.
No, I wasn't.

No, they weren't,

Yes, she was. /
Yes, I was. (or No, I wasn't.) i
No, you weren't. '

Yes, she was.,
Yes, he was.

NO he \\c«nn t.

Your tcacher will
senteace.  Change
a question,

say a
it to

Was Mr's. DeWitt in her office?

Was Chau at-her désk?

Was Mr. Conzalez out of town?

Was Diana at Panorama Travel
Agency?

Were you at hoie ycsterday°

Were you in your office today?

Were you in the af?torla at noon?

Was Vieay in the mail room?

Were Chau and Mary Ann in_ the

" supply store?-

Was -the oporator «at the quLthOd]d?

~

Use the cue your teacher gives

and ask a question, "pida't

you ...?" Provide a short affirma-
tive answcr. The ©ask a scecond
question, 'When ' .
Ansver using thh o~ our teacher
provides.

Didn't you make a call?
Yes, 1 did.

When did you make it?

4 made it this afternoon.

CLERICAL (5) 7
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Didn't you find the teiéphone-bdbﬁ?-h .

T: find the telcphone hook 'SI:
82: Yes, I did. .
. Syt When did you find it?
this morning 82: I found it this morning.
v bring the rpport Si: Didn't you bring the report? ' .
' 82: Yes, I did. '
Slz When did you bring it?
yesterday 82: I brought it yesterday. .
speak to Mr. Gonzalez 8,1 Didn't you speak to Mr. Gonzalez?
82: Yes, I did.
81: When did you speak to him?
today 52: I spoke to him today.
get an interoffice directory S,¢ Didn't you get an interoffice directory?
. 82: Yes, I did. ' '
Sl: When did you get it?
last wecek SZ: I got it last week.
R sec the organizotional chart Slz Didn't you see the crganizational
' chart?
S?: Yes, T did.
Si: When did you see it?
last morth Sz: I saw it last month.
. 9. Short NDialogue.
N . Memorize the following dialogue.
Chau: " Hello, Marketing.
Mr. Nichols: Mrs. DeWitt, please,
Chau: I'm sorry. Mrs. DeWitt is on another line, Hay
. I ask vho's calling?
Mr., Nichols: * This is "lr, Nichols from Accounting.
Chau: - Can you hold?
Mr. Nicliols: Suse.
Chau: ~ The line's free now., 1'11 ring her,
Mr. Nichols: Thanks. .
The following exercices drill the auxiliary will. ’
Miary Ann will need help.
1 "11 find out.
Will you accept charyes?
You will Loty have trouble,
He Twill nof® he late,
b —d e — A L - — po—
dwill not - won't  VWon't is the spoken form.
S CLERICAL (5) 8
Q 90 5.6 (
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10. Bcpetition Drill.

Mr. Gonzalez will call collect. | _ : o #
Mary Ann will need *Chau's hdlp. ' ’//

B - . ¢

. ‘ : 1'11 be right here, 4 g ' - - R
- n . I'1ll neced some help. .
We'll have to call you about that.

- ' Will she fly fjrst class? . _ : .
/ ) Will you take the calls today?

You won't have trouble.

11. Substitution Drills.

(a) :
T: 1I'll use the WATS line. "~ §: I'll use the WATS line.
He . He'll use the WATS linc.
: She . She'll use the WATS line,
/ We : We'll use the WATS line.
/ You ) You'll usc the WATS linc. -
. They They'll use the WATS line.
(b)
T: Chau won't take the call, §: Chau won't take the call.
place Chau won't place the call.
transfer ' Chau won't transfer the call,
make Chau won't make the call.
answér Chau won't answer the call,
(<) -t
T: Will you call the operater? S: Will you call the operator?
ring Will you ring the operator?
buzz Will you buzz the operator?
speak to Will you speak to thc operator?
get ' Will you get the operator?
(d) .
T: Will you dial the number? S: Will you dial the number?
find Will you find the numbcr?
look for Will you look for the number?
. verify Will you verify the nuuaber?
(c)
* T: Will you get an outside line? S: Will you get an outside linc?
the opcerator Will you get the operator?
the switchboard "Will you get the switchboard?
the payroll departiaent Will you get the payroll department?

CLERICAL (5) 9
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(b)

'T‘.
48

(d)
T:

Lol ]

e A#) g

T: Ihé operator will place a collect

S:
call.
a credit
card call

a person-to- .
person call

a long distancce
call

Substitution Drills.,

Mrs. DeWitt won't fly to Miami®
tUdﬂy. P

They

You

Mary Ann and Chau

I
We -
He
He won't use the yellow pages. S:
the office extension
the private line
£he telephone book
the directory

-

Won't vou sit down?
she make the call
the caller leave a message
Diana take the call

Won't you come to the offijce today? S;

0 to the credit union
D

look for the number
ask for help
call for reservaticns

. The operator will placc a

. .
“ . ’ . e e e

The operator will place a collect
call, :
credit
card call. S
The operator will place a person- .
to-person call, o
The operator will place a long
distance call. . -

Mrs. DeWitt won't fly to Miami
today.

They won't fly to Miami today.

You won't fly to Miami today.

Mary Ann and Chau won't fly to
Miami today.

I won't fly to Miami today.

We won't fly to Miami today.

He won't fly to Miami today."

won't
won't
won't
von't
wou't

He
He
He
He
He

use the yellow pages.
use' the office extension.
use the private line.

use the telephone book,
use the dircctory,

Won't you sit down?

Won't she make the call?

Won't the caller leave a message?
Won't Diana take the call?

come to the office todav?
10 to the credit union

Von't you
Won't you

today?
Won't you
Won't you
Won't you

today?

look for the number today? .
ask for help today?
call for rescrvations

CLERICAL (5) 10
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- Provide the sentence and cue,
Ask the first student to ask
a question using will, Ask
sccond student to give a
short answer.

¢

Mr. Gonzalez didn't call yesterday.

today

The telephone company didn't
deliver the phone books today.
next week

Mrs. DeWitt didn't return my
call this morning.
this aftcrnoon

Mary Ann didn't begin the '
report last week,
today

I didn't {1y to Miami last month,
this month

Cued Response Drills,

Have students refer to the
illustration (a page from

a telephone hook) to' answer
the following questions.

Will you give me the number for
Cleveland Nouse Apartments?

Will you give me the number for
Hemy Clemons?

Will you give me the number for
Wm Clohun?

Will you give me the number for
Clinton Motor Cu.,?

Will you pive me the number for
Cline Travel Apency?

93

wmw
D

w

e ae

Your teacher will say a sentence
and give a cue. 'Make a question
using the cue and will. -Then
glve a short answer.

4+

Will he call today?
Yes, he will. (or No, he won't,)

Will they déliver them next week?

Yes, they will. (or No, they won't.)
\

Will she return my call this

afternoon?’ _
Yes, she will, (or No, she won't.)

Will she begin it today?
Yes, she will., (or Mo, she won't.)

Will you fly to Miami this month?
Yes, I will. (oxr No, I won't.)

N

1 -

Usc the illustration on p.
to answer you teacher's questions..
Answer, "It's ..."

Tt's AD4-6140.
It's 723-0131.
It's 338-5201,
It's 868-2000.

It's 966-9179,

i/ CLERLGAL (5) 11




(b) Provide the cue and have

one student ask the question,

and a sccond student

answer it,

(Note: Either use the follow-
ing or bring a sample
page from your local
telephone direcctory.)

'T‘:\Clemco Rescarch 5,
Sz:

Joseph Clceveland Slz

SZ:

V., A. Clements ' Slz

SZ:

Climate Control Service Co. Slz

SZ:

s

Use the cue your teacher
provides and ask the questlon,
"Will you give me the number
for ...?" Give an answer,

Will you give me the number
for Clemco Research?
It's 295-0388.

Will you give me the number
for Joseph Cleveland?
It's 582-8304.

Will you give me the number
for V, A, Clements?
It's LM3-1034.

Will you give me the number

for Climate Control Service Co.?

It's 779-5252.

Clean- Rite Maintenonce 2300 Mass AV I i ieeieirioeereneenn 574-6670

Clearfield Warren 1700 Hamilton St .oeevevivvvnereeneeey 526-506C0
Cleary Mary E 254 8th PL BW eeevevrvrereeneesscnsssneaessas 960-3015
Clen co Research 1000 Coun Ave MW ... evennn et e 295-0388
Cluments Pastry Shop 1338 11 St NE v vvvervenirennnnnennenen 526-~4151
Clemonts VA 4600 Calif St N ...... Ve eietecerieenseseanee. EM3-1043
Clerm Anna Mrs 1400 Wis Ave NW ..o vei i v nnnnooonnes 295-2187
Clemmer Dan O Jr 2113°M SC MW ..o Ceveeeeeees 9574-7990
Clerons Henry 1350 Kenvedy St NE oLooo. ool et e v.. 123-0131
Cleveland lousc Apartmeants 2700 29th MW .oovveeen v veveees ADL-0L406
Cleveland Jos 5744 Southern Ave NE oo ceeeneees 528-8304
Clevell C F 2501 Pa Ave NV Lo eiieieenaneees e 337-8108
Clewell Fdgar Mrs 6200 Ore Ave NW o ...ovieonn.. et ... 363-5910
Climate Control Scrvice Co 200 Mass Avco hL ettt e e 779-5252
Cline ‘Travel Apency 4601 Kan Ave NE oL oo, 966-9179
Clinton Barbara 743 16th W ....... et e cee e .... 880-9864
Clinton Kitchen Shop 3050 Oth NE ..o nn Gt e eee e HO2-4134
Clinton Metal Company lue 2500 Ve Ave N ool Cecese e HY3- 36800
Clinton Motor Co 1340 Kenvedy RE oL e, 868-2000
Clohar Wm 400 Juflrson SF IV vt teveorerooreaoeaassasos ce.. 338-5201

CILERICAL (5) 12
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15. Cued Response Drill.
Provide the cue. 'The students Use the cue your teacher provides
will use the sample from an and ask the question, "What's the
e interoffice dircctory below number for ...?" Answer the .
to answer the question, '"What's ' question using the dircctory below.
- the number for ...7" "It's ..." '

" ‘ NATIOKAL OFFICE MACHINES DIRECTORY
FREQUENTLY CALLED NUMBERS

Audio-Visual Services .ueeeveeverevreeerosrossrorsonsssesasnssnsas 115
CafCUOTIa vuvevrrvorronennnornonsortsortoosvossnssnosansssnsssassss 200
Coffece Shop ..................................L.................. 265
COMPULET CENLET + e vvavsrunosonssnrroosoeassasshoriosnseraasssesss 106
CEALL URLOM + e vnearornnsnsessnesesaennessonenonsoossoessesesss 576
Fast COPY SEIVICE ..vsreverereoroninseronssonesossssnsesassaosses 355
TEATUH COTIECT v vs o vesooeseusosonssnossssossnsensosssssassonseasss 431
MAil ROOM e vvevnvnnonnsnnsonoosnssonsanssnsssossossosanssessass 135
Payroll Departinont .ueeeeeessosesvosasaoosssnisosossssrsoscoceses 410
PCrSONNC] v et e it e enenneeeinenssnsssassorsssssssesssssssasaacess 000
SUPPLY StOTC vt itvuvnentantanoonoe ottt osssossontacasanssanss 360

TQ].ep'HOllC SCI‘VJ..CE R R N R A I I R R I S I A S SR I R R A I R I I B I I L L N L b?o

T: the Health Center S.: What's the number for the lealth
Center?
+ It's 431,

“the Mail Room What's the nuamber feor the Mail

Room?
SZ: It's 735,

the Supply Store SI: What's the number for the Supply
Store?

S.: It's 360,

. the Computcer Centor S, : What's the number for the Computer
Conter?
S.: It's 106.
Audice-Visual Scrvices S+ What's the number for Audio-Visual
Scrvices?
St Tt's 115,
the Credit Union S, What's the number for the Credit
mion? :
S.: It's 576.
the Cafeteoria .1: What's the number for the Cafeteria?
Spr Tt's 200,

95
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16. Role-Plaving Activity. S S
The following role-plays are Have a short telephone conversa-
all telephone conversations.  tion with another student using
the following situations.

I, Diana from Panorama Travel Agency calls Chau. She
wints information about Mrs. DeWitt's flight.

11, Dora, Chau's roommate, calls Chau. Chau is not at her
desk. Mary Ann answers the phone and takes a, messapc.

ITI. Mrs. DeWitt wants to speak person-to-person to Sara
Jamcson. Her number is (301) 763-4446. One student
places the call., The other student is the operator.

IV. One student asks another for the telephone number of
a person or division, using the interoffice dircctory
and the scample from a telephone book here, The other
student answers the question. ’

V., Using a local telephone book, students ask each other
questions.,

Examples: What's the number of licore Grocery Store?
It's 787-8000.

Where is Bateson Bouok Store?
It's at 156 South Main Street.

17,  Homework/Seatwork. .
Have students fill in the Fill in the telephone message
telephone mwessage form with form with the following info-

the follewing informntion mation.
(a)
1. Mr. James L. Wiggpins callad.
2. He woris for General Office Suprly Co.
3. He roturned Mrs. DeWitt's call.
4. He wants Mrs. DeWitt to call him.
5. His phone number is (703) 528-808C.

6. lie called at 12:00 (noon)
The date is May 15. ,
You took the call. |

Qs ~d
. .

CLERICAL (5) 14
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])a te T‘ime ﬁL » . M oA
TELEPHONE MESSAGE
M
of
Thone ) .
Arca Code Number Extension
TELEPHONED PLEAST CALL
CALIED TO SLE YOQU WILL CALL ACAIN
WANTS 'I'O Skl YOQU URGENT
RETURNED YOUR CALL | |
Message .
Operator

(b Have students take the
information from this
telephone conversation
and fill in anather
telephone message form.,

Situations

"Good morning. Mr.

"This is Jim Stoner.

"I'm sorvry.
I take a messape?"

"Yes, tell him I callaed.
afternoon.
He hes my number.,"

"I'11l do that."

"Thank you."

"GCoodbye "

"Goodbyce "

Brown's of{ic: .
Is Bill in”
Mr, Brown is in a meeting right now. Can

Now take the information
from the following conversa-
tion and £ill in another
telephone message form,

It's 11:15.0n Novembe s 4th.

Miss Lec speaking."

Asli hiim to c¢all me this
It's about the Kohler file.

It's urgeunt.

CLERICAT, (5) 15
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To
a Datc ) Time
TELEPHONE MESSAGE
M
R of
. Phone
Arca Code - Number Extension
TELEDPHONED PLEASE CALL .
CALLED TO SEE YOU WITL CALL AGAIN
WANTS 10 SEL YOU URCENT
©ORETURD D YOUR CALL | I
Messaye —_

Operator -

18. Role-Playing Activity.
Using the following namcs and - Use the following names and tele-
telephone nuribers, have students phone numhers, and make a telenhone
place phone calls to each other's call to enother office. Ansuver the
of fices., One siodent places the telephone and take a rssage.
call; the other answers and
takes a message. -

; Example: Willfam Schlesinger
/ OR5-6700 Ext. 34

S+ Mr. Frost's office. Can 1 help you?

S?: Mis is Mr. Scalosinger.  1s Mr. Frost in?

7° No, he isn't. May 1 take a message?

Sé: Yes. Ak hin to call me today.

Sl: 1 will., What's the mmber, please?

5,1 OR5-6700, Ext. 3. |

51': That's OR5-0700, #xt. 34, Will you please spel

}

your last noee for med
S :+ Tt's schlesinger. $-C-H=1-L-8-1-N-G-E-R.
Syt S-C-il-lL-LE~-5-1-R-C-1E-R.,  Thauk you. 1'11 have
him call you.
S,:  Ooodbye.
Slt Goudbye.

CLERICAL (5) 16




19, (a)

1. Claude Peirson
343-5601

2. Howard Fromkin .
5-7862, Ext. 21

3. James Thompson of C.L, Foster Co.

544-9000, Ext. 43

4, Barbara Jameson
676-8989

5. Diana Jolinstone
2443547 (h)
433-9076 (o)

Rea@igg~ggﬁﬁage.

. PE o P

Telephone Manners

The telephone is an extension of your office. You will answer
the phone and place calls for your boss and your company. Your employer
hired you to be pleasant, courtcous, and helpful on the teleplione,

Your employer's reputation will < pend on how you answer the phone.
You can make a good impression or a bad impression.

Read these two telephonc conversations and evaluate the
secretary's phone manners in each,
ful? Was she courteous?

Conversation 1 .

Secrctary:

Caller:

Secretary:

Caller:

Secretary:
Caller:

Secretary:
Caller:
Secreotary:
Caller:

Scecerectary:

Wait a minute., I'm on
another line.

Hello,..Hello...

Yeah. What did you
want?

Is Mr. Jamneson there,
pleasa?

-

No, he's not.

Do you expect him this
afternoon?

I.don't know,

Well, can you tell him
that Mrs. Schumacher
called?

What nam? was that?

.Schumacher. S$-C-lH~U=-M-A~

C~H=-lR,
O . I( . D)’(? .

Was she pleasant? Was she help-

Conversation 2

Secretary: Good morning. Mr. Janeson's
orffice, Can you hold? ....
Sorry to keep you waiting.

Caller:
: Is My, Jaxecson in?

Seeretary: No. I'm sorry, he's not.
He'll be out of the office
all afternoon. Can I help you?

Caller: Maybe., Do vou know what date
he scheduled the regional

m2eting for?
Secrotary: Just a ninute, plense, and I'11
find out, Will you hoid?

Caller: Certainly,

Socretary: Thank you for waiting, Nrs.
Schumichrr, The moating will
be on July 17th at 6:30,

Caller: Thank you for your trouble.

Goodbye,

Secretary: Goodbye,

CLERICAL (5) 17
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In the first conversation, the secrctary tuock no time to
identify the office. She didn't cven say hello. “he forgot to be
pleasant. She gave the caller no information. Mrs, Schumacher had
to ask for everything. The secretary was rude. She never said the
caller's name. She didn't thank the caller for telephoning. She
didn't use polite éxpressions. She did not make a good impression.

The second conversation was much better. The secretary tried
to help Mrs, Schumacher. She found out thc meeting date. She-
identified herself and her office. She used polite expressions: She
was pleasant and helpful. She made a good impression, for herself
and for her office. :

19.(b) Comprchension destions.

s 1. 1Is the telephone an extension of your office?
2, In the first conversation, what did the secretary
forget to be? '
3, Did she make a good impression?
4, In thoe second conversation, what did the secrctary
- try to do? -
5. When is the rcgional meeting?

-

CLERICAL (5) 18
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Nouns

area code

audio-visual services
caller

computer center
conversation
credit card call
dial tone
extcension (Ixt.)
fast copy se;viha
flight

hexrself

intercom button

- local call

long-distance call
meeting date

monthly report

name

operator
organizational chart
outside’ line
person-to-person call
phone book

polite exprecszions
private number
regional mecting
rolcodex

service
station-tc=-station call
telephione counpuany
telciphoning

travel agent

the WATS line

yellow pages

Descriptive VWords

anotlier

at her desk

at home

at the switchboard
boetien

frequently

helpful

out of town
rleasant

rude

! .
VOCABULAR

Expressions

a busy day
accept charges
call collect
Can you hold?
coach

first class
fly coach

frequently=~called number
"give information

have a collect call
(for someone)

have trouble

He's out of the office.

I gave you my number.

I'1l be right there.

I'll have him call you.

I'1ll ring (someonc).

It'seurgent.

Just a minrute,

Keep (someonc) waiting.

make a good impression

May» I ack who's calling?

place a ceall
return a call

(somebody is) on the line
Sorry T lept you waiting.

take calls
take time

.
o ¢« aw .

- . -

Thank you for your trouble.

The linc's free.
Will you hold?

CLIIRICAL
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Review Drill. ' . g

The following exercises drill L::.!H$erative and queétiou forms which, can be

used for' clarification or confirmation.

T: xerox copy S1:
S2:

No. 2 pencil . S1:
' 52:

a legal pad - | S1:
' $2:

a manila foldex S1:
S82:

the Rogers folder : . 81:
S2:

last month's report S1:
$2:

Mrs. Henderson's address b S1:
S2:

T: an outsidc line : S1:
82:

Mr. Gonzalcz - SL:
52:

Fast Ccpy ' S1:
S2:

Audio-Visval Scrvices S1:
52:

the Cowputer Center : S1:
S2:

Payroll . S1:
> S2:

General Office Supply Si:

S2:

Bring me a xzerox copy.
Did you say "xerox copy"? .

Bring me a No. 2 pencil.
Did you say "No. 2 pencil"?

Bring me a legal pad. .
Did you say a "legal pad"?

Bring me ~ manila folder.
Did you cay a "manila folder'?

Bring me the Rogers folder.
Did you say the "Rogers folder"'?

. Bring me last month's report.

Did you say '"last month's report"?

Bring me Mrs. Hendercon's address.

Did you sey "lMrs. Henderson's address'?

.

Get me an cutside Jine.
Was that: "an outside line'"?

Get me M+, Gonzalez
Was that '":ir. Gonzalez'?

Get me Fast Copy.
Was that "Fast Copy"?

CGet me Audio=-Visual Services.
Was that "Audio-Visual Services'?

Get we thie Computer Center.

Was that 'the Computer Center'?
.'

Cet me Payroll.

Was that'Payroll"?

Get me General Office Supply. -
Was that "General Office Supply'?
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UNIT NINE °

. OBJECTIVES FOR THE TEACHER!

ListeninggComprehension

Speaking

Reading and Writing

LW

Student will be able to:
Comprehend and answer simple questions about the conversation.

1‘

Student will be able to:

1.

Given an appropriate response when:

a. asked about preparing large mailings

b. maintaining supplics.

c. ordering supplies,

Memorize two short dialogues.

Have a short conversation with another student.

Ask questions ‘to elicit the above information.

Perform ail of the above with acceptable pronunciation,

Student will be able to:

1.

-39

Read a passage and answer comprehcnsion questlons for
homework/seatwork,
Complete a short writing asulgnment for homevork/“eatwork

OBJECTIVES FOR THE STUDFENT:
Tn this lesson you will:
1. Listen to and understand the conversation.
2. Learn about preparing large mailings,
- 3. Learn about maintaining supplies.
4, Learn about ordering supplies.
5. Memorize two short dialogues.
- 6. llave a short conversation with another student.
7. Read a short selection and answer questions,
8. Do a short writing assigmment
INSTRUCTIONAL AIDS
1. Illustration for Unit IX.

CLERICAL (9) 1
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COMVERSATION

To the Teacher: The following conversation is intended to introduce the

student to 1) adverbs of frequency, and 2) be + going
to. Follow the same prescntation procedurc as outlined
in Units 1-3. '

This dialogue is not for memorization,’

3

* % % * *

To_the Student: Listen to the following conversation. Do not memorize

it,

1, Follow along in your book as your teacher reads
the conversation. ,

2, When your teacher tells you to do so, close your
book and listen to the conversation again.

3. Open your book. Your teacher will explain words
and sentences you do not understand.
~lose your book. Listen to the conversation again.
‘.swer the questions your teacher asks. Give short
: nsSwers, : S "

Situation:’

Maryaun:
Chau:

Maryann:

Chau:

Maryann:
Chau:

Maryann:
Chau:

Maryann:

Chau:

Maryaun and Chau are preparing to do a bulk mailing.

We need to prepare a bulk mailing today, Chau.

Okay. Wwhere do we start?

First, we need to get the flyers, The printer didn't fold
and staple them, We're going to have to do that.

I'1l get the staples, How-many flyers are we going to send?

We usually send out three thousand flyeré to people on the
mailing list,

Here are the étaples and the staplers. Do you have the
address labels?

Yes, but they aren't in zip code order,
Do we always put them in zip code order? a

We didn't in the past. But the Post Office is going to
give us a discount on bulk mailings. So we have to sort
the mail. We do that by zip codes.

How much do we save?

CLERICAL (9) 2
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Maryann:

Chaﬁ:

Maryann:

Chau:

Maryann:
Chau:
Maryann:

Chau:

Maryann:

Proe o e w o
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We save 2% cents per flyer. We c?n start folding., Liz
is going to put the addresscs in prder, '

Aren't they in order already?

They are. But they're in alphabetical order by list names,

The zip code order is new and we're changing over. It takes
a long time to sort the address cards, but we're only going

to do it once.

How long will it take?

Well, Liz started to sort the cards a few days ago. She's
going to bring us the cards before lunch. We can fold the
flyers noy, ard stick on the addresscs.after lunch.

How often do we do bulk mailings?

Tt varies. Somctimes we do a lot, In November and December
we frequently have 3 or 4, But in July we rarely do any.

Why are there so few mailings in summer? . '

We're mailing questionnaires to consumers. Summer is always
a slow season; people go on vacations and often don't respond.

Comprehension Questions.

Teacher:

L. Did the printer fold and staple tfie flyers?
. How many flycrs are Chau and Maryann going to send out?

2
3.
4.
5.
6

.

What ovrder are the addresses in right now?
Is the zip code order new? "

When did Liz start to soft the cards?

Why are there so few mailings in summer?

The following cxercises drill adverbs of frequency:

Are
Did
When does

. occasionally
I frequently take a late lunch.
never
usually
I am always on time,
never
you usually : busy?
we ever ‘| file numerically?
she usually take a break?
She doesn't] wusually take dictation.

Sometimes

we had to deliver mail.

CLERICAL (9)
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1. Repetition Drill,

o/

Repeat the following sentences
after your teacher,

We usually send ‘out three thousand flyers.
Sometimes we do a lot,

Summer is always a slow season,

We frequently have three or four.

In July we rarely do any. . "

People don't often respond,

Do we always put them in order?
Why. are there only a few mailings now?

2. Ssubstitution Drills

Repeat the first sentence after
your teacher, Then make a
sentence using the cues provided.

(a)

: I frequently type form letters, S: I frequently type form letters.
sometimes I sometimes type form letters,
occasionally I occasionally type form letters,
seldom I seldom type form letters.
rarely : I rarely type form letters.

(b). .

T: Visay is usually on time. §: Visay 1s usually on time.

seldom Visay is seldom on time.
rarely Visay is rarely on time,
never Visay is never on time,

(c)

T: The mail is never late. S: The mail is never late,
always The mail is always late,
usually The mail is usually late.
rarely The mail is rarely late.
sometimes The mail is sometimes late.,

(d) .

T: Are the flyers usually stapled? S: Are the flyers usually staplea?
always . Are the flyers always stapled?
sometimes Are the flyers somctimes stapled?
often _ Are the flyers often stapled?

CLERICAL (9) &4
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(e)

T: Did you ever prepare stencils? Did you ever prepare stenciis?

w
*e

usually pid you usually prepare stencils?
often pid you often prepare stencils?

' occasionally : Did you occasionally prepare stencils?

T: When is the supply room usually
open? - S: When is the supply room usually open?
never When is the supply room never open?

T: Chau doesn't always answer the

phone. S: Chau doesn't always answer the phone.
' usually Chau doesn't usually answer the phone.
often _ Chau doesn't often answer the phone.
(h)
T: Sometimes, I work overtime. S: Sometimes, I work overtime.
Occasionally Occasionally, I work overtime.
Ooften Often, I work overtime.
Frequently Frequently, I work overtime.

(i)
T: Bulk mailings are difficult,

sometimes. §: Bulk mailings are difficult,
sometimes.

occasionally Bulk mailings are difficult,

' occasionally.
always Bulk mailings are difficult,
. always.

frequently Bulk mailings are difficult,

frequently.

3. Multiple Substitution Drill

. Repcat the first sentence after
your tcacher. Then make a sentence
- using the cues provided.
T: Cchau always proofrcads her work. S: Chau always proofreads her work.
letters Chau always proofreads her letters.
types chau always types her letters.

CLERICAL (9) 5
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; the flyers
Mgiignn
neve

the stencils
sometimes

I

run off
rarely

. They

the reports
staple

a3

Cued Response Drill,

Say the sentence and provide
the cue. Have students restate
the sentence using the adverb,

The office mails a thousand copies. S:'

(sometimes)

We need to look up the zip code,
(rarely)

A mailing list is in alphabetical

order, (usually) .
The printer folds and staples the
flyers. (always) '

He takes shorthand on his job.
(never)

I us2 the office directory.
(often)

Chau takes telephone messages,
(frequently)

Do we use a lot of stencils?
(usually)

Does she have a lot of packages?
(always)

We don't use a computer.
(usually)

usually . ' S:-

%

W@ Owomgr ® OB & . 20O

chau usually types her letters.
Chau usually types the flyers,
Maryann usually types the flyers,
Maryann never types the flyers, ’
Maryann never types the stencils.
Maryann sometimes types the stencils.
I sometimes type the stencils.

I sometimes run off the stencils.
I rarely run off the stencils,
They rarely run off the stencils,
They rarely run off the reports.
They rarely staple the reports.

Listen to the sentence and the
cue your teacher provides, Repeat
the sentence using the adverb,

The office sometimes mails a
thousand copies,

We rarely need to look up the zip
code.

A mailing list is usually in
alphabetical order,

The printer always folds and staples
the flyers,

He never takes shorthand on his
job,

I often use the office directory.

Chau frequently takes telephone
messages., ' &~

Do we usually use a lot of stencils?
Does she always have a lot of

packages?

We don't usually use a computer.

CLERICAL (9) 6
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5., Answer Drills.
Have students answer with Answer your teacher's question
a) "Yes we ... do." b) "No, with, "Yes, we ... do."
e . 1 never do." ¢) "Yes, she ...
does,"
' (a) " . )
T: Do we always put them in zip code
order? S: Yes, we always do.
Do we usually sort the mail? ' Yes, we usually do.
Do we somectimes order extra copies? Yes, we sometimes do.
. Answer with, "No, I never do."
(b) . :
T: Do you always write reports? §: Wo, I never do.
Do you somctimes take dictation? No, I naver do.
Do you ever use the zip code
directory? No, I never do.

Answer with, "Yes, she ... does."

T+ Does Chau often answer the phone? S: Yes, she often docs.

Does Maryann occasionally prepare '
questionnaires? Yes, she occasionally dees.

Does Mrs. DeWitt frequently pﬁtend
meetings? Yes, she frcquently does.

The following execcises drill be + going to & verb:

We ‘re going to | mail , a thousand letters.
This is going to | be a long day.
. : The office 1isn't | going to | take . inventory today.
Are you going to | send that parcel post?
- When 1is he going.to deliver the brochures?

CLERICAL (9) 7
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6. Repetition Drill.

*

Repeat the following sentences
after your teacher,

The Post Office is going to give us a discount,
She's going to bring us thc cards before lunch.
We're going to have to do that.

Liz is going to put the addresses in order.

//
Chau's not going to file these today. . 7/

Is the Post Office going to be open tomorrow?
How'many flyers are we going to send?

7. Substitution Drills

‘Repeat the first sentence after
your teacher. Then make a sentence
using the cues provided.

.

(a) - : ' ~
T: The inb's going to be difficult, S: The job's going to be difficalt.
. easy - The job's going to be easy.
long - The .job's going to be long,
hard The job's going to be hard.

(b) - \

Te She was going to sort the mail. S: She was going to sort the mail.
deliver She was going to deliver the pail.
fold She was going to fold the mail.
address She was going to address the mail,
take She was going to take the mail.

(c) ' :

T: Chau's going to change the ribbon. S: Chau's going to change the ribbon.
clean the typewriter Chau's going to clean the typewriter.
set the margins | Chau's going to sét the margins.
clear the tabs " Chau's going to clear the tabs.

(d) '

1+ 1I'm not going to be late. S: 1I'm not going to be, late,
be carly I'm not going to be early.
be ready : I'm not geing to be ready.
have time I'm not going to have time.
have cnough I'm not going to have enough.

CLERICAL (9) 8
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: (e) . . . .
. T: We're not dging to issue a summer . o
report. . S: We're not going to issue a summer
, ) report.
. ' preparc We're not going to prepare a
summer report.
print We're not going to print a summer
report.
distrikute We're not.going to distribute a

' ' . , ) . summexr report.

(£) .
T: Is the Post Office going to give .
us a discount? S: Is the Post Office going to give
us a discount? - .
take bulk mail Is the Post Office going to take '
_bulk mail?
‘ require zip codes ° Is the Post Office going to require
zip codes? '
bundle the mail Is the Post Office going- to bundle
. the mail?

(g) - 8
T: How many copies are you going to

make? . - ,S: How many copies are you going to
. make? :
need . How many copies are you going to
’ . need? '
want How many copies are you going to
' want?
have : - How many copies are you going to
have?

(h)

T: How much carbon paper are you

going to order? . §: How much carbon paper are you
' going to order? ’
need How nmuch carbon paper are you
going to need? '
° use How much carbon paper are you
going to use?

borrow

- ./(ﬁ
(1)
T: Aren't you going to take the call? S: Aren't you going to take the call?

How much carbon paper are you
going to borrow?

transfer Aren't you going to transfer the
call? :
make . Aren't you going to make the call?
" place Aren't you going to place the call?

«

' | CLERICAL (9) 9,
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(3). | .
" 7: When is the messenger going to . '

arrive? : §: When is the messenger going to
: o corive?
. come i . Wi: is the messenger going to
' ) P+ ’
leave Wwr. is the messenger going to
. 1cave?
stop by When is the ‘;neséenger going to
stop by?
(k) 7 , .
7: Chau is preparing a bulk mailing.
she's going to fold the flyers. S: She's going to fold the flyers.
staple She's going to staple the flyers.
e address ‘ she's going to address the flyers.
' ' sort - . she's going to sort the flyers.
bundle ) She's going to bundle the flyers.
(1) ‘ .
T: We're running out of supplies. : . .
I'm going to take an inventory. S§: I'm going to take an inventoxy.
fill out an oxderx .
blank I'm going to £ill out an order blark.
go to the supply . ! ‘E
: store I'm going to go to the supply stGfe.
call the supply o ) '
company I'm going to call the supply company.

8. Cued Answer Drill : ,
Ask the question and provide Use the cue your teacher provides

the cue. Have students give and answer, the question with, "Yes,
an affirmative answer using cee oV
the cue.

-

" 7: Are you going to make a file copy?

always S: Yes, I always do.
Does the supply cabinet need *
cleaning? .
usually _ Yes, it usually does.\

Is the copying maching broken? .
often ' . Yes, it often is,

-

Do you type a lot of letters? .
- always o Yes, I always do.

Does she do a lot of typing?
frequently Yes, she frequently ¢-es.
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(b)
T:

1

‘Transformation Drills.

Have students change your question
to one using ''going to,"

.Will you be on time today? ‘' - S:

Will you change your reservation?
Will you carry the heavy things?

Will you need the zip code
directory?

-

Will we need the Stephens file? S:

_ Will we put them in alphabetical f}

10.

" this morning

‘take ihventory

order? .
Will we fold and staple them?
Will we need the mailing list?
Will we use the mailing labels?

Cued Question and Answer Drill.
Provide the first cue and have
first student ask, 'Did you.,.?"
Provide the second cue and have
student say, '"No, but I'm going
to,.."

finish the bulk mailing

today -

sort the morning mail
right now

nn »u;m nnWn
= N = N

take the messages to Mrs. DeWitt
this afternoon .

order the carbon paper
tomorrow ’

next ‘week

type the minutes of the meceting

charge out the file
now

make the reservations
today

MUY I VLU vl LY W
D NHE N NN - N
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"Are we going to
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Change your teacher's question,
and use "going to".

-

Are you going to be on time today?

Are you going to change your

" reservation? _
Are you going to carry the heavy
things? )
Are you going to need the- zip. code
directory? '

Are we going to
file?

Are we going to
alphabetical

need the Stephens

put them in

order? ,
fold and staple them?
neced the mailing list?
use the mailing labelsg?

Are we going to
Are we going to

Use the first cue your teacher
provides, and ask, "Did you,.,.?"
Then. use the second cue your
teacher provides and answer, 'No;
but I'm going to..."

Did you finish the bulk mailing?
No, but I'm going to today.

Did you sort the morning mail?
No, but I'm going to right now.
Did you
No, but
Did you order the carbon paper?
No, but I'm going to tomorrow.

Did you
No, but

I'm going to this afternoon.

take inventory?
I'm going to next week.’

®

: .

take the ﬁessages to Mrs, DeWitt?

Did you type the minutes of the meeting?

No, but I'm going to this morning.

Did you
No, but

charge out the file?
I'm going to now,

Did you make the reservations?
No, but I'm going to today.

CLERICAL (9) 11
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° 11, Cued Question and Answer Drill, '
Provide the first cue. Have first Use the first cue your teacher

student ask, '"Did you...?" Have - . provides and ask, "Did you.,.?"
second student answer, 'No, but I'm ~Answer with, "™No, but I'm going
going to." Then have first student to." Then ask, "When?" Repeat

ask, '"When?" Provide second cue, the answer your teacher provides,
and have second student repeat it. . ' :

T: look up the zip codes Sy: Did you look up the zip codes?
o " ' 82; No, but I'm going to.
81: When?
this afternoon .82: This afternoon.
proofread the letter. Si: Did you proofread the letter?
SZ: No, but I'm going to.
81: When?
right now 82: Right now, v e
fill the ditto machine SI: Did you £fill the ditto wmachine?
_82: No, but I'n going to.
N 81: .When?
this morning 82: This morning.
correct the stencil 8, Did you cerrect the stencil”
82: No, but I'm going to.
'81: When?
before lunch ~82: Before lunch.
update the rolodex 81: Did you update the rolodex?
K SZ: No, but I'm going to. ,
' 81: When? ’
tomorrow ‘52: Tomorrow.
12, Cued Question and Answer Drill, i
" Provide the first cue, and have Use the first cue your teacher
first student ask, '"Are we going . provides, and ask, "Are we going
. to need some,. ?'" Second student to need some,,..?" Answer with,
' will answer, 'Yes, we are." First "'Yes, we are." Than ask, "How
"student will then ask, '"How many/ many/How much are we going to
How much.are we going to need?" need?" Repeat the answer your
Provide the second cue, and have teacher proyides.
second student repeat it.. '
T: legal pads : SI: Are we going to need some legal pads?
32: Yes, we are.
Sl: How many-are we going to need?
about a dozen S, About a dozen.

CLERICAL (9) 12




Are we going to need some file -

wa

file copies

1 copies?
Sé: Yes, we are.
_ 81: How many are we going to need?
only one 82: Only one.
correction tape SI: Are we going to neced some
corraction tape?
SZ: Yes, we are.
: Slz How much are we going to- need?
several rolls .Sz: Several rolls.
telephone directories Slz Are we going to need some telephone
directories?
52: Yes, we are,
Slz How “.any are we going to need?
two SZ: Two.
duplicating fluid SI: "Arc we going to need some duplicating
e . fluid? , .
) S,: Yes, we are, :
_ . 57 How much are we going to need?
two or three cans Szz Two or thyee cans. -
felt tip pens . Slz Are we going to need some felt
: ' tip pens? -
82: Yes, we are.
. : Sli How many are we going to need?
several boxes SZ: Several boxes, !

Question and Answer Confirmation Dr:ll

Write the following Wh-words on Repeat the sentence after your

the board. Have first student teacher. Then ask a question
repeat the sentence you provide, . using the correct Wh-word.

Then have second student ask with the Answer by repeating the informa-
correct Wh-word, First student tion you gave in the first scntence.

will then repeat the information a
given in first sentence, ' ‘

A}

/s

Where? When? How many?
How much? How long?
N
We're going to need these in room Sl: We're going to need these in room
506, 506,
' .82: Where? y o
81: In room 500.

CLERICAL (9) 13
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14,

’ .
We're going to order these next

S

week, - 1

2

1.

We're going to need 50 of these, 8,3

%

We're going to need several . SI:
bottles of this, .

. 22:

1.

We're going to need 100 of these. SI:

. ) 1.

We're going to need a lot of this, 5,3

1

We're going to need .these by 5. SI:

! : : Szz

SI:

We're going to need these all day. Sy¢

: : : :23

1.

Short. Dialogue,

-

We're going to order these next
week, '

When?

Next week,

We're going to need 50 of these,

How many?

Fifty.

We're going to need several bottles
of this,
How much?

: _Several bottles.

We're going to need 100 of these.
How many? :
One hundr%d. (or A hundred,)

We're going to need a. lot of this.
How much? . :
A lot,

We're going to néed‘these by 5,

When? (or By when?)
Five., (or By 5.)

We're going to.need these all day.
How . long?

-

- All day.

Memorize the foliowing dialogue,

Chaﬁ: This telephone never stops ringing. What are we
: going to do? -
Maryann: Sometimes it's like that here, It's hard to do any
- . work. :
Chau: I know. .How am I going to finish sorting these cards?
Maryann: Don't worry,
going to use them right away.
Chau:

-That's good,

We can always do it tomorrow. We're not

114
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15.

T

16.

Chain Drill.
Either write the following on

‘the board or have students refer

to the textbook, Ask the first
question, and have first student
answer. Then have him/her ask
the second student the question
you asked, etc.
" sort the mail
stick .the addresses on
order supplies
take inventory
update the rolodex
type stencils
.practice shorthand
clean the files
‘clean the typewriters -
type an invoice °

.

What are you going to do today?

Cued Chain Drill,

Provide the cues, and have first
student say, "I'm not going to...,
but Iim going to...'" Then have
second scudent use the second
half of first student's statement
as the negative, and the cue you
provide as the affirmative part
of the sentence, etc,

clean the files
type wemos

'§.7 I'm going to

Answer your teacher's question
using one of the following cues,
"I'm going to..." Then ask the
question, "What are you going to
.do today?" Provide an answer
using one of the cues. Ask the
same question and answer. &

mail the flyers

go to the Post Office
tuke a typing test
prepare a questionnaire
type a quarterly report
answcer the phones

make airline reservations
type some memos

prepare a travel voucher |
work on the budget : :

1 What are you going to do today?

82: I'm going to .
What are you going to do today?

S.: I'm going to .
What are you going to do today?

S,: I'mgoing to’ ..
What are you going to do today?

“
/

“etc.

Use the cues your teacher
provides, and say, "I'm not °
going to..., but I'm going to...

"

S.: I'm not going to clean the files,

but I am going to typc memoS.

CLERICAL (9) 15
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T ' o o 8,: I'm not going to type memos,
T: prepare a travel voucher ! but I am going to prepare & travel
- .. voucher, : .o

§ : I'm not going to prepare a travel
voucher, but I am going to make
airline reservations, :

make airline'reservationé

S, : I'm not going to make airline-

schedule some meetings 4 reservations, but I am going to
schedule some meetings.
¢ ' S I'm not going to schedule some
prepare a questionnaire meetings, but I am going to prepare
a questionnaire. '
. . 86: I'm not going to prepare a questionnaire,
mail the flyers but I am going to mail the flyers.

S.: I'm not going to mail the flyers,

go ta tﬁe Post Office but I am going to go to the Post Office.

17. Short Dialogue;

Memorize the. following dialégge.

Printer: Hello, Feldman Printers.

Chau: This is Chau at National Office Machines. I'm calling
about our monthly flyer,

Printer: Oh, yes. Your order is on my desk. Will that be the
' usua%.three thousand?

Chau: We're going to heed more this time. Can you make 35007 >
We'll need them by the end of next week.

Printer: Fine. I'll sead them by special messenger next
Thursday. '

Chau: Thanks.

CLERICAL (9) 16




18. Role PlayingAActiviﬁx,

I. Maryann tells Chau how to prepare a bulk mailing.

T II. Chau explains the difference between alphabetical and
: zip code orders to her roommate, Dora,

. IITI. Chau orders this month's flyer from the printer,

19, Homework/Sgatwork.

Put the following addresses
in zip code order,

Joseph J. Key and Co.
- 5721 Main Street °
San Pedfo, California 94401

Adamson Distributing Co,
3506 Kensington Road
Decatur, Georgia 30032

Robertson Bros. Inc.
3800 Prospect Rpad.
Ann Arbor, Michigan 48105

Harvest Office Machines
8988 Grand Avenue
Cleveland, Ohio 44104

Williamson Paper Supply ' ' -
907 Pontiac Avenue : .
Providence, Rhode Island 02920

Southern Pencil Company
1300 North Madison Strecet
Dallas, Texas 75203
Kingston Office Services

4700 Sterrett
Houston, Tecxas 77020

Now put ;Be above in alphabetical
» : order.

CLERICAL (9) 17
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The following letter has W
typographical errors. Proofe
read it. Then write a corrected .

letter on the next page.,

_20. Homework/Scatwork.

Harvest House Office Suply ' '”%H
786 Newton Street
Newark, new Jersey 07103

\e
15

October 13, 1977

Jane DeWit, Director
Mraketing Division

National Office machines
46370 Market Street

Garden City, New York 11530

Dear Mrs, DeWitt:

We receivde your rush order for five reams of.letterhead,
We are going to send it out by the end of next weke. Usually
wa chrge extra for rush orders. However, you are such a good

customer, we are going to charge you the usual price.

Thank you for the order. Please contact me Personally
for any further service.

-Sincerely yours: . \

Jill Padrewski -
Customer Services

JP/fr - . -

CLERICAL (9) 18
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20, Homework/Scatwork,
!
- | /ﬁ
3
A
: )
* |
: !
-\“
‘f.//
y
\ yau
S
// ‘ !
v
”
Corrections
Supply DeWitt Machines week
New Marketing “eceived .  charge
E_ersénally yours, °
CLERICAL (9) 19
Qo 123 .
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21.(a) Reading:Passage,
Using Office Machines

Most offices have a variety of copying machines, Photocopiers
can quickly produce good, clean copies., However, the copies are
expensive. You are probably going to use the photocopier only for a
few copies, '

For many copies, you are going to need a duplicating machine,
"either a ditto or a mimeograph, Both of these machines require a
special.kind of paper: either a spirit master or a stencil, You
can run off lots of copies from a master on these machines, They're
cheap, and for office mail, they're fine. However, for outside
correspondence you'll uSually make a photocopy.

~-

Offices frequently have otherffjachines as well. Your-boss can
dictate a letter on the dictating machine. Then you:can transcribe it
using the transcribing machine. For a long report, you're going ta
want a collator to keep all the pagr* in order.. For: the day's mail,
you're probably going to use the postage meter, With a lot of mail,
you'll want an addressograph machine and maybe an automatic typewriter

Accounting offices, especially, have calculators and ten-key
adding machines. Paryoll offices are going to need key punch machines
and other -data processing equipment. . T

Don't worry. You aren't going to use all of ‘these machines
right away., You'll learn to use them gradually. Besides, you can type,
and the electric typewriter is still the most important machine in the
office,

21.(5) Comprehension Questions.

. How many copies will you usually.fdke with a photocopier?

N =

machine?
. What machines are you going to need for handling mail? |
What offices have calculators and ten-key adding machines?
What is the niost important machine in the office?
Will you need to use all the machines right away?

AW

CLERICAL (9) 20
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" VOCABULARY

S uy

Nouns Descriptive Words (Descriptive Words)
address (es) a little set the margins
‘addressograph machine a lot sincerely yours
alphabetical order alphabetically sort:-by zip code
automatic typewriter always take; a break. .
brochure(s)’ any That's good.’ =
budget ‘besides the day's mail
bulk cheap (2% cents) per flyer
card (s) corrected (We're) changing over.
cleaning enough " work overtime
collator ever zip code order
computer expensive ' '
consymer (s) _ few

. data processing equipment frequently
ditto machine gradually '
electric typewriter however s
extra copies long .
form letter (s) many o
flyers monthly S
key punch machine never

. mailing list numerically

mimeograph occasionally .
minutes (of a meeting) often
printer . other times

* questionnaire(s) persnnally
rolodex rarely -
rush order ., seldom .
spirit master sometime '
stencil special
supply stapled
variety still
zip code usually

~Verbs Expressions

-l

““pundle a few days ago
¢orrect a slow season
fold be in order
luok 'up clear the tabs
proofread Don't worry.
respond give a discount
run off go on vacation
save handling mail
staple It never stops ringing.
stick on It varies. .
stop by It's going to be a long day.
update gend by speci. 1l messenger

Q. 5, CLERICAL (9) 21
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- ‘0 BJECTIVES FOR THE TEACHER:

Listening Comprehension . ' :

Student will be able to comprehend and answer simple
questions about the conversation. '

Speaking - | .

Student will be able to:
1. Give an appropriate response when:
a. -asked about what he/she can'do to
L ‘advance in his/her clerical career.
. ) b. asked about planning ahead. - :
s : 2. Recite a short dialogue with another student.
' 3, Ask questions to elicit the above information.

L

Reading and Writing

Student will be able to:
1. Identify common abbreviatioms. .. .
2. Read a passage and answer comprehension questions
for homework/seatwork. . B
3. Complete a short, writing assignment for homework/seatvork.

4 3

1 rl

OBJECTIVES FOR THE STUDENT:

AN

In ‘this lesson you wills
1., Listen to and understand the conversation.
2, Leg&n about advancing in your clerical career.
.3, Learn about planning ahead.
’ 4. Memorize a short dialogue.
- : 5. Have a short conversation wi.th another student.
6. Read a short selection and answer questions,
7. * Do a short writing assignment.

< . -~ - /
. ) .
IINSTRUCTIONAL AIDSG: .

Illustration for Unit Ten (p. 2). ' .

\
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CONVERSATION : ‘-
-y . . :

To the Teacher: . The following conversation is for listening compre- "

~

To the Student: Listen to the folldwing conversation. Qg_not'memorize it.

hension, and is intended to introducc the student to
a) tag questions,’ and b) simple conditional sentences
with if. The conversation is not for'memorization.
Follow the same presentation as outlined in Units 1-3.

* %k K-k Kk %

i

1. Follow along in your book as your teacher réeads
the conversation. ' .

2. Close your book. as your teacher reads the conver-
sation again. .

" 3, Open your book. Your teacher will explain words -

and sentences you do not understand.

4. Close your book. Listen to the conversation again.

5. Answer the questions your teacher asks. Give
short answers. :

“*r

Situation: Mrs. DeWitt is 'giving Chau her three-month evaluation.

Mrs. DeWitt:

Chau: \

&

Mrs. DeWitt:
Chau:
Mrs. DecWitt:

Chau:’

A

Chau, we're happy with your work. You learn quickly and
take initiative, and if you don't understand a proccdure,
you ask questions. I like that, It's easy to work with
people like you. How-do you like it here?

T like it very much. I enjoy the variety of jobs and
the people. Lveryonc has been very helpful.

Let's talk about your future in this office. You're a
good typist. Illowever, if you want to advance; you're
going to need more training. .

] know. I lookad into the courses at (Gleason Business
College last week, but 1 don't know what courses to take.
There are so many. '

If you can take shorthand or use a dictating machine,
you can become a sccretary. Or if you learn to manage the
work flow, you can move into a management position.

I -want this kind of training, but it's expensive, isn't it?

9 CLERICAL (10) 2
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. Mrs. DeWitt:

-Chau:

Mrs. DeWitti

Chau:

?

[

here at
courses

equipment and to train new instructors.

Not neqessarilx.

The ‘research and development division . Y,
National Office Machines offers free training .
to our employees. They do that to test new ' .

But, it's a . ~ SRR

wondérful oppoitunity for you to learn new skills, don't -

you think? If you're interested, talk to ‘Mr. Wentworth's

secretary.

I will.

As you know, we're planning an,expansion ‘in January. I - )

Which courses to you recommend?

A4 L)
+ 3 - R -

want to promote Maryann to administtrative assistant.

There'll be an opening for her. job as secretary. That ]
gives you six"moénths to prepare. That sounds attractive,.
doesn't it? A

course.

Theéglléwing exciicises drill- tag questions:

It certainly does.
afternoon.

I'11l call Mr. Wentworth's office this
If I can, I'll enroll in the next shorthand

4

~

He is late isn't he? - : & .
They were ready weren't they?: ;
You aren't busy . are you?
The work wasn't hard was it?
They want training. ~don't they?

She knows

They don't work
She doesn't want

They can't arrive
I can usc

shorthand doesn't she?
late do ‘they?

any errors- does shef?
by 5:00 can they?
the machine can't 1?7

1

-

<

Repetition Drill:

Repeat the following sentences
after your tcacher.

It's cxpensive, isn't it? . :
She's happy here, isn't she?
You like it here, don't you?
You want to advance, don't you?

129 CLERICAL (10) 3
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(a)
T:

(b)

, T

r

(<)

“T:

| (d)
T:

(e)
T:

* .
£y

You aren't bored, are you? _

" They don't need-to wait, do “they?
‘They weren't late, were they? .
She can't be here, can she? - L Lot

Substitution Drills .

Repeat the first sentence
after your teacher. ~Then make

. _ . a sentence using the.cues provided.
You can type, can't you? "~ 8¢ You Canityﬁe{~ban't;ypu?"' .
take shorthand S . You can take shorthand, cafi't you?
take dictation . ~You can take Q}ctation3 can't you?
use a calculator . : ~ You can use a calculator, can't ‘7
. you? . . .

1Y . * “ o
. B .

~ "

They're taking some classes, o
SURES aren't they? . S: They're takirig some ¢lasses,

© aren 't ._th.ey.?__..__-n_ S e

. learning shorthand - They're learning shorthand,
‘ : - aren't .they? )
- studying English : They're studying English,
. . e aren't they?
practicing filing They're practicing filing,
’ ~aren't.they? e :
You like your job, don't you? . .§: -You "like your job, don't you? - -
' your~office - ‘You like your office, don't you?
your boss . You like your boss, don't you?
your work ' You like your work, don't you?
She wasn't unhappy, was she? S: She wasn't unhappy, was she?
tired She wasn't tired, was she?
busy . She wasn't busy, was she?
sick . She wasn't sick, was she?

e work is interesting, isn't it? S: The work is interesting, isn't it?

The class . The class is intercsting, isn't
it?

The office The -office is intcresting, isn't

. v it?
The training The training is interesting,

' ‘isn't it?
.152(;
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® 0
T: That sounds attractlve, doesn't ,
' e a, it? ’ - T
\ interesting .
challenging Yo
, - difficult,
) good -
(8) =l -
T: It's expensive, isn't it? -
difficult = | -
L..ready -
~ important
(h) | ‘<
T: He'll be late, won't he? B -
= on time .. T '
- ready
¢ early
@) ~ o
T: They won't need a copy, will
they? . S:
She :
. You
1
- We
(J)
LT They don‘t need to be early,
' - do they? 'S:
The employees
You ) )/
He A
Chau ///
I

131

That sounds attractive, doesn't .
- That sounds 1nteresting, doesn't, L
it? : L
That. sounds challenglng, doesn't . L

-it?
hat sounds d1££1cu1t, doesn't it?
That sounds good, doesn't it? :

It's expénsive, isn't it?

It's difficult, isn't it? : oo
It's ready, isn't it? -
It's important, isn't it? '

He'11 be late, won't he?
He'll be on time, won't he?

~ He'll ‘be ready, won't he? - ®
“He'll be early, won't he? '

They won't need a copy, will they?
She won't need a copy, will she?

"You won't need a copy, will you?
. I won't need a copy, will I?

We won't need a copy, will we?'.

They don't need to be early, do

they?
The employees don't need to be
early, do they?
You don't need to be early, do you?
He doesn't need to be early, does
he‘? .
Chau doesn't need to be early,
does she?
I don't need to be early, do I?

CLERICAL (10) 5
197 (10)
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Multiple Substitution Drill

-

The compahy will offer some
courses, won't they?

L}

some training

pay for

the training division

provide a shorthand course

instructers will teach

a data processing course

" She

Cued Question and Answer Drill
Provide the first cue, and have
first student ask, "You 'want to
be ..., don't you?" Second stu-
dent will answer, "Yes, I do.
What am 1 going to need?"' Pro-.
vide the second cue, and have
first studerit respond, "You'll
need ... ."

an administrative assistant
an officc procedures class

a stenographer

a shorthand class

an accounting clerk

an accounting class

124

132

A v

Ly

Repeat the first senténce after your

- teacher.

“Then make a sentence using

the cues provided.

S

4

o
.

The company will offer somg °
_ courses, won't they?
The company will offer some
‘training, won't they?
The company will pay’ for some
training, won't they?

The training division will pay

for some-training, won't they?

The training-division will provide
won't, they?

a shorthand course,

. The instructors will teach a

" She will teach

shorthand course, won't they?
The instructors will teach.a '
data processing course, won't
they? . -
a data processing
., course, won't she? o

1

be ..., don't
Answer with, 'Yes, I do.
Now use the.

respond with, '"You'll need ... .".

Yes, I do.
. You'll need an office procedures

. You want to be an administrative

assistant, don't you?
What am I going

class.

: You want to be a stenographer,

. You want to be an accounting

don't you?
Yes, I do.
You'll need a shorthand class.

don't you?

What

provides, and

Use the first cue your teacher provides
and ask, ''You want to
you?"
am I yeing to need?"
second cue your teacher

to need?

What am I going to nced?

clerk,

R4

Yes, I do. What am I-going to necd?

You'll need an accounting class.

CLERICAL (10) 6




T:.

a media clerk ;

én audio-visual_class

a clerkéf&pisf

y g
a typing class

-

5

. 8,: Yes, I'do,
S
S

.y

! You want to be a media clérk,.
..« .doh't yol? :
What am I gO1ng ta-need?
You'll need an audio-visual class. .

1’ ¥ou want to be a clerk-typlst.

don't you? .
82' Yes, I do. What am I.going to need?
S7: You'll need a typing class.

1’

« Cued Response/Question and Answer Drill

Write the following cues on the
board.

student say,
... " Have second student ask,
"You want ..., don't you?'" "
one of ‘the cues fiom the board,
have first student respond,
I do."

a night class

a-day class

a beginning class

an intermediate cléss
an advanced class .

shorthand class ' .

K

accounting class

key pﬁnch class

office procedures class

133

Then provide the ¢ue from
the left-hand, column and have first
"I want to enroll in
U51ng

"Yes,_

Your teachcr will write the
following list on the board.
He/She will provide another cue.
-Use the cue and say, "I want-to
enroll in ... ." Respond using
one of the expressions fﬁbm the
blackboard, "You want .

don't you? Answer with,
I do."

"Yes

a morning class
an afternoon class

- an evening class

1 I wvant to enroll in a shorthand

class.
S,: You want
S7: Yes, I do.

S

, don't you?

1 I want to enroll in an accountlng

class,

82: You want , don't you?

Sl; Yes, I do. :

Slz I want to enroll in a key pxnch
class., :

Sz: You want , don't you?

SI: Yes, I do. '

SI: I want to enroll in an officec
procedures class. -

§,¢ You want i , don't you?

SI: Yes, I do.

129 cLericat (10) 7 ‘
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T: ‘English claéé - Slz I want to enroll in an Engiish
< . Szz'You want , don't you?
' 81: Yes, I do. .

”»
2

6. Transformation Drill *

Have students transform : Change .the sentence your teacher
. . ..the sentences you say ta. provides to a tag question.
v ‘ tag questions. v '
(a) . S . : " .
T: 7 want to get ahead. . S: You want to get ahead, don't you?:
= ° -+ I want to take some courses. - You want to take some courses,
. ' ' N ' - don't you? S
-I want to learn new skills. ' You want to learn new skills,
_ - don't you? '
I want to try new jobs, : - You 'want to try new jobs, don't
. , - ' you? ' ) '
I want to get. more responsi- ' :
bility. . You want to get more responsibility,
« ' don't you? ’
(b ' :
T: The job will be interesting. S: ‘The job will be interesting, won't
' ' _ it? ‘ :
| The position will be available. The position will be available,
: ' . won't it? :
-The work will -be varied. ‘ The work will be varied; won't it?
The class will be open. The’class will be open, won't it?.
The training will be useful. The training will be useful, won't it?

The following exercises drill the conditional with if.

If you work hard, you can get a raise.

If you enroll in a class, the company will pay for it.

If she calls, take a message.

If you're late, you're going to miss her.
139
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7. Repetition Drill(

t4

, Repeat the following scntences
after your teacher.
If you want to advance, you're going to necd more training.
If you can take shorthand, you can become a secretary, '
If you're interested, talk to Mr. Wentworth's setretary.
If I can, I'll enroll in the next shorthand course.
If you learn to manage the work flow, you can move into
", a’management position. . :

G -

8. Substitution Drills . ‘ o

| (a)

(b)
T:

T: . If you can také'sﬁorthanq, you

Repeat the first sentence after
your teacher. Then make & sentcnce
‘using the cues provided. ° .

If you can take shorthand, you
. can become a secretary.
take dictation - If you can take dictation, you
can become a secretary.

ve

can become a secretary. : S

use a transcribing

machine - If you can use a transcribing
' machine, you can become a
secretary. '

'I1f you can manage the work flow,
you can become a secretary.

typc fast ~ If you can type fast, you can
become a secretary.

If you can proofread accurately,

manage the work flow

proofread accurately

. you can become a secretary.
keep the boss's calendar If you can keep the boss's cal-
endar, you can bccome a sec-
. Tetary.
use- the office machincs If you can use the office machines,

you can become a secretary. !
If you can get more training, you
can be come a secretary.

get more training

Y
If I can, I'll take the shorthand N
course. S§: 1If I can, I'll take the shorthand
coursc. a
enroll in a busi-
ness school If 7 can, 1'11 cnroll in a business
! school. :
tuke a night class If 1 can, I'11 take a night class.
acquire morc training If I can, I'11l acquirc morc training.

CLERICAL (10) 9
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(c)
T:

(d)
T:

A

(e)
T:

1f

I learn key punch, I'l1l hdve
" more opportunities

ydu/enrollein'cbilegq//
/
she/takes Business/équrses

they/studv more/ﬁﬁglish

'*hé/learns shorthand
. ) VA

If

if

- to take plore classes.

you want ¥o advance, you need

leayn new skills

t?§ new: jobs

| ,éake more responsibility

study more English
)

you like keeping actounts,
you can become an accounting

clerk. : S:

+ _keeping records/a records

clerk
taking reservations/a
. reservations clerk
operating machines/a
technician

typing figures/a statistical
typist

136

If I learn key purch, I1'l1 have

more opportunities.

1f you enroll in collcgé, you'll

have morc opportunities.

I1f she takes business courses,

she'll have more opportunities.

. 1f ‘they study more English, they'll

v

- have more opportunities.. "o

If he learns shorthand, he'll have

more opportunities.

. .
-

2 .'

S: If you want to advance, you need -

" 7"to take more cldsses.

If you want to advance, you need
to learn new skills.

If you want to advance, you need
to try new jobs. )

If you want to advance, you need
to take more responsibility.

If you want to advance, you need

‘to study more English.

If you like keeping accounts, you
can become an accounting clerk.

1f you like keeping records, you
can become a records clerk.

If you like taking reservations,
you can become a reservations
clexrk.

If you like operating machines,
you can bccome a technician.

If you like typing figures, you ,
can become a statistical typist.

CLERICAL (10) 10
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(£)
. T:

If 'you enjoy a variety of jobs,
you'll like being an office
manager. . N o

filing and typing/a clerk.

_ taking dictation/a sccretary

keeping records/an accounting
clerk '

.Question and. Answer Drill

Have first student give the
statement. Then provide the cue
and have second student ask, '"Will
they pay for ...?" First student
will apswer, "I'm sure they will."

@

‘shorthand

data processing

English

general business courses

137

 with, "I'm sure they will." -

SI:

13;

If you enjoy a variety of jobs,
you'll like being an office
manager.

If you enjoy filing and typing&
Y you'Il like being a clerk.

If you enjoy taking dictation,
you'll like being a secrctary.

N

If you enjoy keeping records,
you'll like being #n account-
ing clerk.

Say the sentence, "If you want
more education, the company will
pay the cost.'" Then use the cue
your teacher provides and ask,
"Will they pay for ...?" Answer

If you want more education, the
company will pay -the cost.

. Will they pay for shorthand?
: I'm sure they will.

If you want ‘more education, the
company, will pay the cost.

: Will they pay for data processing?
: I'm sure they will.

. If you want more education, the

company will pay the cost.

:+ Will they pay for English?
: I'm surc they will.

: If you want more education. the

company will pay the cost.

: Will they pay for gencral busi-

ness courses?
I'm surc they will.

CLERICAL (10) 11
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o}

Cued Question and Answer Drill °

Have first student give the state-
ment. Then provide the first cue,
and have second student ask,
can I get ...?" Provide the second
cue, and have first student answer,

. "AS.L the e 00 0"

11.

an accounting course
personnel .manager

shorthand -
job counselor

more English
English teacher

¢ processing
1 .ness school

Cued Response Drill

(a) Provide the cuc and
have student say, "If you
don't ..., ask the perscn
to repeat it/them."

understand the dircctions

hear the request
get the name

understand the message

'11834

Say the sentence, "If you want to
. get. ahead, you'll need more train-
ing." Then use the first cue your
teacher provides and ask, "Where
can I get ..,.?" Use the secouad
cue your teache: provides, and
answer, "Ask the ... ."

S,: If you want to get ahead, you'll
need more training.
S,t Where can I get an accounting course?
S1 Ask the personnel manager-,
S

If you want to get ahead, you'll
need wore trainlng

: Where can I get shorthand?

Ask the job counselor.

S.

S

Slz If you ‘want to get ahead, you'll L
need more training.

SZ' Where can I get more English?

S1 Ask the English teacher.

S

S

S

If you Want to get ahead, you'll
need more training.
: Where can I get data processing?
: Ask the business school

Use the cue your teacher provides,
and say the sentence, "If you don't
++., ask the person to repeat it/them."

S: If you don't understand the
directions, ask the person to
repeat them.

If you don't hear the rcquest,
ask the person to repcat it.

If you don't get the nrme, ask
the.person to repeat it.

If you don't understand the message,
ask the person to repeat it.

CLERICAL (10) 12



(b) Provide the cuc, and have
rstudent say, "If you ...,
“you'll get ahecad."

_T: have initiative

ask questioﬁs

like the work

acquirée new skills
~ get more training

take responsibility

12., Short Dialogue

Usc the cue your'tpacher provides,
and say: the sentence, "If you ...,
you'll get ahead."

S: If you have initiafive,gyou'll

get ahead. .

If you ask questions, you'll get
ahead. .

If you like thec work, you'll get
ahead.

If you acquirc new skills, yoeu'll

get ahead.

If you get more training, you'll
get ahcad.

If you take responsibility, you'll
get ahead. "

Memorize the following dialogue.

training.

training?

Dora: You really like your new job,-.don't you?

Chau: Yes, I do, but if I want to get akead, I'll need more
Dora: That's no problem, is it? Doesn't the officc pay for
Chau: Yes, they do. They even offer courses at work.

Dora: That's great. If you take them therc, you won't need
) to commute to another school. -

13. Role Playing Activity

Have a short conversation with
another student about the following
situations. One example is provided.

¢
»

1. Choose a carecer. Your friend will tell you what courses or

training you'll need.

Example: Sl: Secretary

82: If you want to be a scerctary, you'll nced
typing, shorthand, and office procedures.

II. Mrs. DeWitt asks Chau about her plans for the future.

III. Chau tells Dora about thc different kinds of training she

can take. .

139
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14,

T:

Ts

15.

T:

very pleasant.

t.
- 0~

The mail clerk is very efficicnt.

The -typist is very good.

/

Review: Why + negative past
Transformation Drill '

[ '.. £
Transformation Drill - .
'(a) Give the sentence, and have Change- the sentence your teacher- *
student transform it into, "If -says to, "If you can't ..., why T e
‘you can't ..., why don't you don't you try again?" : . cal
try again?" ' . T, ' . '
. ) , ¢ ¢, ° .
I can't reacﬁ the number. « St If you can't reach the ,numbér, . )
why don't you try again?
I can't get a_ d1a1 tonc. ‘If you can't get a dial tone, . e
why don't you try again?, "
I can't get a £xee line. If you can't get a free line,
. » - whr don't you try again? .
I can't get the operfator. If y.da can't get the-.operator,
why dv. t youy try again?
(b) Now have student transform Now change“the ségltencp youf teacher .
the sentence to, "If.the ..., " says to, "If the ..., why don't you R
why don't you ask her?" .. _asK her?" . \ .
The secretary is very nice. §: If the secretdary is very nice,
‘ why don't ydu ask her?- .
The boss is very helpful. .If the boss is very helpful, why
. “don't you ask her?
. The administrative aide is : '

If the administrative-aide is
"very pleasant, why don't you
ask her?
If the mail clerk is very effrc1ent
why don't you ask her?
If the typist is very gaod, why
- * don't you ask her?

Why didn't
Why didn't

he come here? =

you try again?

" (a)
Have students ‘change the
sentences to, "If the ... was

.., why dida't you take it?".

The job was interesting.

The training was frcec.

{
The coursg was required.

140

134

Ehange the sentence your tcachcr
says to, "If the ... was ..., why
didn't you take it?" _ .,

§: If the job was interesting, why
didn't you take it?
If the training was free, why
didn't you takc it?
If the coursc was required,
didn't you take. it?

why

CLERICAL (10) 14



T: "The typing test was easy.

¢ . (b)’ Have students change
‘. the sentences to, "If you
+++», Why didn't you ask me?"
T: I needed help.
-1 needed some letterhead.

I needed to use the copier.

<

I neecded the zip-‘code directory.

- §: If tho

why

Change the
why didn't

S: If you
you

If you

. why

If you

why

If you

A

typing test was éasy,
didn't you take it?

sentence to, "If you ...;
you ask me?"! '

needed help, why didn't
ask me?

needed some letterhead,
didn't you ask me?

needed to use the copier,
didn't you ask me?
needed the zip code direc-

tory, why didn't you ask me?

. ;:. 4.;;

.;.

. —_

ZIP CODE ABBREVIATIONS AND TRADITIONAL ABBREVIATIONS

Zip Code Traditional
Abbreviations Abbreviations
Alabama AL Ala, ‘
Alaska AK Alas,
Arizona AZ Ariz,
Arkansas AR Ark.,
California CA Cal,, Calif.
Canal Zone CZ
Colorado’ Cco Colo,
Connecticut CT Conn,
Delaware DE Del,
District of Columbia DC
Floxrida FL Fla,
Georgia GA .
Guam GU
Hawaii HI :
. Idaho ID Ida,
Illinois IL I11,
Indiana IN Ind, .
- Towa ’ IA
Kansas KS Kan,
Kentucky KY .
‘ Louisiana LA ,
Maine ME
, Maryland MR )
Massachusctts MA Mass,
Michigan MI . . Mich.
Minnesota MN Minn,
Mississippi MS Miss,
Missouri MO - '
_ CLERICAL (10) 15
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15.

" state, and have first student

- 4ip Code Traditional - :
. e ' Abhreviations Abbreviations .
Montana - ©OMT - Mont. : -
Nebraska NE : Neb. |
Nevada : ' NV Nev.
New Hampshire _ NH - N. Hamp.
New Jersey - NJ '
New Mexico NM o N. Mex.
New York *NY : o
North Carolina NC . )
North Dakota ND N. Dak.
Ohio . OH . 0.
Oklahoma - . 0K Okla.
Oregon OR - Ore., Oreg.’
Pennsylvania ' PA Penna.
Puerto Rico PR
Rhode Island ' RI
South Carolina SC
South Dikota SD S. Dak..
Tennessce TN Tenn.
Texas TX Tex.
Utah UT
Vermont ) VI
Virginia . VA
Virgin Islands VI
Washington WA Wash.
West Virginia wv W. Va.
Wisconsin WI Wis., Wisc.
Wyoming WY Wyo.

Cued Response Drill
Give the full name of the

Use the cue your teacher provides,
.and ask, "What's the abbreviation
for ...?" Respond with the correct
answver, "It's ..., isn't it?"

Then say, '"That's right! What

was it before?" Give an arnswer.
You may refer to the above list

if you need to. :

ask, "What's the abbreviation
for ...?" Second student gives
the letters, "It's ..., isn't
it?"" Then have first student
say, "That's right! What was
it before?" Have second )
student give an answer. They
may refer to the list.

Mississippi §,° What's the abbreviation for
Mississippi?
52: It's MS, isn't it?
Slf That's right! What was it
before?
82: It was Miss.
California oS What's the -abbreviation for
California?
Sz: It's CA, isn't it?
Sl: That's right! What was it
1 33 before?
faz Sz: It was Cal. or Calif.

CLERICAL (10) 16
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‘

Massachusetts

Illinois

Students can pair up and
proceed with the drill,
choosing states from the
above list.

Homework/Seatwork

Column 1 ' Column 2

Wis.

L2
L]

: What's-therabbreviation for '
Massachusetts?

82: It's MA, isn't it? ~

§,: That's right! Vhat was it
before?

SZ:,It was Mass.

Sl: What's the abtweviation for
.I11linois? '

SZ: It's IL, isn't it?

SI: That's right! What was it

T before? o
SZ: It was Ill.

Pair up with another student,
and continue the drill. Use
the list. '

Match the following abbreviations
in Column 1 with the states listed
on pages 16-17. Then alphabetize
them, ' o

Column 3: Alphabetical Order

NJ

Okla.

TX

AL

Ore.

W. Va.

NC

SC

OH

1D

Minn.

MO

Tenn,

Mont.. ’ a

143
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Question and Answer Drill

7 beg. -

Use the following list, and
have students .ask €ach other
questions about them., Two

 examples are provided, Addi-

tional examples may be used
from the Airlines Guide in -
Unit VII and the llelp Wanted
Ads in Unit II.

Examples:

“* Use thé following’' list te .,
ask qééstions about abbreviatioms. -

Two examples are provided.

oY o,
PR,

What's the abbreviation for Street?.

It's an abbreviation for Street, isn't it?

1. SI:

‘ 82: It's St., isn't it?
SI: You're right!

2. 'SI: What's St. an abbreviation for?
S,
Si: You're right!

Mon. - -« Monday

Sat. - Saturday
Sun. - Sunday ~
info. - information
ofc. - office

Ave. - Avenue

Blvd. - Boulevard

asst. - assistant

wpm - words per mijute
beginning \

K

pd. - paid
w/ - with
hr. - hour

© pkg. - parkiﬁg

yr. - year
mo. - month

~ wk. - week

secy. - secrctary ‘ .
org. - organization
ref. - reference

CLERICAL (10) 18
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f". | T 18. '(a)'Reading Passage .

o o - " “TRAINING AND ADVANCEMENT

ST to 'your employer. You can take general college courses, leading to a
degree, or special business courses like shorthand or data processing.
ST Co Large corporations and government offices also offer training by their
' own staffs. Office maeliine companies offer free training on their equip- -
. ment. Companics often encourage this additional training or education.
- You can usually take time off from work to participate in approved courses.
' Many employers will even pay your salary while you are.in class.

Where do you find out about training opportunities? You can talk-
to the Personnel department. Someone there can tell you about available
courses and help you with arrangements. You can also call the local
business colleges and private and public universities. They will send
you a catalogue and a schedule of dates and times for the classes. The
local newspaper lists courses, ond radio stations announce class openings.

The. Personnel department can also guide you in your selection of
classes. They know upcoming job vacancies and can direct you toward
the right preparation. Perhaps you are a gencral clerk; you can. type 60
words per minute, yonu can file and run a’'calculator, but you can't take
sharthand. A secretarial job will be available in a few months. 1f you
can learn shorthand, you can be rcady for the job.

You need to consider your interests in any future job. If you

like medicine, you can apply for a job as a medical secretary. If you are

interested in conservation, you can apply to agencies or businesses dealing
with the outdoors. Try to get a job in an interesting field. Maybe you
can advance to a more challenging and responsible position.

(b) Comprchension Questions . .

1. Will your employer usually pay for your training?
- 2. Where can you find out about training opportunities?
3. If you want to advance, are you going to need more
training? . ’
4. What kind of training will you need to be a secretary?

14
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. VOCABULARY —_— . |
; Nouns ’ (Nouns) * (Descriptive Words) - ué
w~. ..  abbreviation schedule free - w4
‘- " administrative skills . . hard
. agencies : . someone ' ' interesting ' ‘xﬁ
arrangement (s) . statistical typist ' , intermediate 'ﬁ
asset. ' technician - + ‘local i
assistant time ' pleasant %
audo-visual class - training“ . private. -
avenue vacancies . public. . &
boulevard ) work flow . ready | 3
business school . . required 2
¢alculator . right (correct) !
. careexr . . - gpecial * e
catalogue . Verbs : upcoming =
conservation . . varied
course(s) _ . acquire wonderful
date ) . apply o
day class consider
dictating machine - direct _ _ , L
equipment - enroll '+« Expressions -
error guicde ' \ )
evaluation o improve courses leading to a degree
expansion list . dealing with the outdoors
field miss get a free line \.
. figures offer keep records
. future practice keep the boss's calendar
general college courscs prepare. . Not necessarily.
initiative promote reach the number
instructors recommend -+ - take .a class
; interests try take initiative
management We're happy with your work.
media clerk your future. ' -
, medical secretary : _ :
qedicine Descriptive Words -
night class ) .
office procedure (s) accurately
opening(s) : advanced .
opportunity approved
plans attractive
position available .
preparation beginning
procedure busy
radio station challenging
raise aefficient
records clerk expensive
reference
research and development (R&D)
" reservations clerk
142 CLERICAL (10) 20
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OBJECTIVES FOR' THE TEACHER:

Listening Comprechension . : o *ﬁﬂ“Q.

Speaking

Reading and Writing

Student will be able to: .
Comprehend and answer simple questions about the .conversation.

£y \
#

Students will be able to: i
.- Give an appropriate response when: :
a. asked about where they looked for a job.
b. asked about when they looked for a job.
c. asked about interviews. :
2.° Recite a short dialogue with one another.
3. Ask questions to elicit the above information.
4. Perform all of the aboVe with acceptable pronunciation.

Student will be able to: .
1. Read a passage and answer comprehension questions for .

homework/seatwork,
2, Complete a short writing assignment for homework/seatwork.

OBJECTIVES FOR THE STUDENT:

In this lesson you will:

1. Listen to and understand the conversation.

2. Learn verbs and words about job interviews.

3. Learn about manpower training programs.

4. Learn to ask and give information about talking to people
about jobs.

5. Memorize a short dialogue.

6. Have a short conversation with another student.

7. Read a short selection and answer questions.

8. Do a short writing assignment.

[N

PRE-VOC (3) 1
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To the Teacher: =~ The following dialogue is for listening comprehension,

L4

and intended to introduce the student to a) regular
. verbs in the past tense relating to job seekers and
" experience; b) adverbs of time, and c) the infinitive
- ag direct, object.

Pt e o o e T——

[

1. Read the dialogue at normal speed allowing your

students to follow in theiy teéxtbook,— — ~—~—~ "7
- 2, Ask students to close their textbooks, and read
the dialogue again. - .

3, Ask students to open their textbooks. Explain
vocabulary items and point out the structures.
which are to be taught in the lesson. :

, 4. Students should close their oooks. Read the
. . dialogue again. o .

5. Ask the questions at the end of the dialogue.

. They require simple answers., If students have
trouble answering them, try them again at the end
of the Unit after they have drilled the structures.

" ok ok k%
To the Student: Listen to the following dialogue., Do not memorize it.

1. Follow along~1n your baok as youf teacher'reads
the dialogue. - -

2. Close your book as your teacher reads the dialogue
again. "

3. Open your book. Your teacher will explain words
and sentences you do not understand.

4. Close your book. Listen to the dialogue again.

5. Answer the questions your teacher asks. Give
short answers.

Situation: Hieu and Vinh meet Marta at lunch. Hieu and Vinh looked for

) ' jobs all morning. ’ : '

Marta: Hi, Vinh. Hi Hieu. Vinh, did you apply for the job at fﬁe garage
yesterday?

Vinh: Yes. I walked over to the garage yesterday and talked to Mr.
Evert. He showed me around the garage and introduced me to
the head mechanic.

Marta: Well, did he hire you?

Vinh: No, he hired a man this worning with lots of experience. He

worked in another garage. I didn't have the experience. Did
you go to your interview today, Hieu?

PRE-VOC (3) 2
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Hieu:-

‘ Vinh:
. : Marta:

Vinh:

- -
.
7 - e ———— . . .. . . Lk
" ) . . .. . vere vme ey e PR .
. . b . . . [P . PR o
- Rl

Well, Qel, but I was very nervous. During'the interview, I

didn't understand all the queltions. They offered the job . é%
to another person. . ' ) . oy
We need to find jobs. What can we do? . | T T

You can talk to Mr. Hunt, the job counselor at school. I can
introduce ‘you to him. You can join our manpower training pro-
gram at any time. It s an open-entry program.

e ot ey Y I oo ¢
" A era L6 et et oo feme® sen et S b -l o

It's worth a try.

Marra; Hieu and Winh walk to Mr. Hunt's office. They want to talk to him.’

Mr. Hunt:

Marta:

Vinh:
Mr. Hunt:

‘Rieu:
Mr, Hunt:

Vinh and
Bieu:

Can I help you?

Yes. .These are my friends Vinh and Hieu. Tbey need jobs.
They answered several ads this week but they can't find any-
thing.

That's right. Employera went to hire people with experience.

Well, maybe you need to get more training. In our program, we
offer training, counseling, and job placement. We teach you
to fill out application forms, take interviews, and we help
you to find and to keep a job. '

When do we start?

Holé on. First we need to Ealk about your interests. We want
to find the right job for you.

Sounds greatl . \

Comgrehension Questions

Teacher:

1. What did Vinh and Hieu need to find?
2. Where did Vinh apply for a job?

3. Did the head mechanic hire him?

4. Did Vinh and Hieu need more training?

5. Did Marta try to help Vinh and Hieu? ; .

6. Who did she introduce them to? _
7. Who is Mr. Hunt? ' —

PRE-VOC (3) 3
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The followlug éxercises drill the regular past tenss with adverbs of Llse.. /

Regular verbs ¢ past tense

4+ adverbs of time

‘Hieu and Vinh answered ads “all morning.
' : yestexday.
Eh&ngeek.
Did | you | apply for job at the garage yesterday?

1. Repetition Drill.
Have students repeat the

following after you, both
chorally and individually.

-

Hieu and Vinh looked for jobs all morning.
1 walked over to the garage yesterday.
They answered several ads this week.

He hired a man this morning.

Repeat the following sentences
after your teacher.

Marta, Hieu and Vinh walked to Mr. Hunt's office in the afternoon

Did you apply for the job at the garage today?
Did you go to your interview today?

2, Substitution Drill.

Have the students repeat the
first sentence. Then provide
the cues and ask them to modify
the base sentence using the cue.

T: Marta talked to Mr. Hunt yesterday. ‘S

this morning
last week

at 10:00 a.m.
this afternoon

last night

several days
ago

1611631

your teacher.

Marta
Marta
Marta
Marta
Marta

Marta
Marta

talked
talked
talked
talked
talked

talked
talked

to Mr.
to Mr.
to -Mr.
to Mr.
to Mr.

to Mr.
to Mr.

PRE-VOC (3) 4
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Repeat the first sentence after
Then make a sentence

using the words (cues) Provides.

Hunt yesterday.
Hunt this mornin;
Hunt last week.

Hunt at 10:00 a.:

Hunt this alter~
noon.
Hunt last night.

Hunt several days

ago.



NG Ty o AR A TES LAY
e
A AR B
5.
N

"""When did Marta join the manpower-
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Answer Drill.
Ask the following questions,

and provide the cue. Have students
answer using the cue..

When did Vinh visit the garage? S:
(yesterday) '
When did Hieu look for a job?
(all week)
When did they look through the
want ads?

(last night)

TR

ERE.

Answer .the question your teacher
asks. Use the cue in your answer.

He visited the garage yesterday.
He looked for a job all week.

They looked through the want
ads last night.

program?
. (last month)
When did Vinh apply for the
mechanics job?
(yesterday)
When did the manpower program
start?
' (several months ago)
When did Mr., Hunt interview Marta?
(last month)

Substitution Drill,

Have the students repeat the
first sentence. Then provide
thé cues and ask them to
modify the base sentence using
the cue.

Vinh enrolled in a manpower pro- S:
gram this morning.
called the employment agency

answered several want ads

talked toVarta
looked through the newspaper

arranged an interview

applied for a job

-167

Marta joined the manpower progfamw~~“___
last month.

Vinh applied for the mechanics
job yesterday.

The manpower program started several:
months ago.

Mr., Hunt interviewed Marta last month.

Repeat the first sentence after
your teacher. Then make a sentence
using the cues provided.

Vinh enrolled in a manpower progreh
* this morning.

- Vinh called the employment agency

this morning. '
Vinh answered several want ads this
morning. o

Vinh talked to Marta thi
Vinh looked tﬁ%o&%h‘%he 52J§¥¥E%

this morning.

Vinh arranged an interview this
morning.

Vinh applied for a job this morning.

¢

PRE-VOC (3) 5
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:+ Vinh and Hieu looked for a jéb' §: Vinh and Hieu looked for a jeb all .«

(b) T
B all week. . . ' . vaek. ,
- today - : Yinh and Hieu looked for a job today. "
this morning Vinh and Hieu looked for a job this o
‘ ' morning. S '
last week Vinh and Hieu looked for a job last
' veek. * o :
yesterday ‘ Vinh and Hieu looked for a job yesterday -
for two days. - Vinh and Hieu looked for a job for '
. two days. .
5. Multiple.Substitution Drill. Repeat the first sentence after your
" MHave students repeat the first teacher. Then make a sentence using
gsentence. Provide the cues and ask the cues provided.
them to modify the base sentence
L using, the cue. !
(a) T: They looked throught the want S: They locked throught the want ads _
ads last night. last night. T
yesterday - They looked through the want ads
) ' yesterday. .
at the job listings They looked at the job listings
yésterday.
called the job counselor They called the job counselor yesterday.
Vinh called Vinh called the job counselor yesterday
a week ago Vinh called the job counselor a week
ago.
They They called the job counselor a week
ago. _
enrolled in a manpower program They enrolled in a manpower program
a week ago.
last month They enrolled in a manpower program
last month.
answered several ads They answered several ads last month.
Marta _ Marta answered several ads last month.
talked to the job developr~ ~ Marta talked to the job developer last
. ‘ month. .
yesterday afternoon Marta talked to the job developer
. yesterday afternoon.
this morning Marta talked to the job developer this
morning. '
called the employment agency Marta called the employment agency
this morning.
# (b) T: Did your counselor arrange an S: Did your counselor arrange an
interview? interview?
want Did your counselor want an interview?
a resume Did your counselor want a resume?
require pid your counselor require a resume?
employer Did your employer require a resume?
15,

PRE-VOC (3) 6
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4
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-

Question and Answer Drili;

Provide the cue gnd have first

student ask 'Did Marta ...
yesterday?"
"Yes, she did."

talk to Mr..Hunt yesterday
talk to Vinh
suggest an interview with

Mr. Hunt

Continue to provide cues.
Ask students to use "Vinh"
as the subject and "this
morning'' as adverb.

look for job

need a job

look throdgh the want ads

Provide the cue and have
first student ask, "Didn't
Marta ... yesterday?" Have

second student answer, 'Yes,

she did."
talkﬂto Mr. Hunt
talk

Vinh

suggest an interview with

., Hunt
#

/’.»

Continue to provide cues.
Have students use "Vinh"
as the subject and "this
morning" as adverb.

second student,

169
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Use the cue your teacher provides,
and ask the question. 'Did Marta ...
yesterday?" Answer with, "Yes, she
did."

pid Marta talk to Mr. Hunt yesterday?

Yes, she did.

Did Marta talk to Vimh yesterday?

Yes, she did. .

Did Marta suggest an interview with
Mr. Hunt yesterday?

Yes, she did. '

Now ask.the questidn, "pid Vinh ...
this morning?" Answer with, "Yes,
he did."

Did Vinh look for a job this
morning? '

Yes, he did.

Did Vinh need a job this morning?

Yes, he did.

Did Vinh look through the want
ads this morning?

Yes, he did.

Use the cue your teacher |
provides, and ask the
question, "Didn't Marta ...
yesterday?" - Answer with
"Yes, she did."

Didn't Marta talk to Mr. Hunt yesterday
Yes, she did.

- Didn't Marta talk to Vinh yesterday?

Yes, she did.

Didn't Marta suggest an interview with
Mr. Hunt yesterday?

Yes, she did. )

Now ask the question, 'Did Vinh ...
this morning?" Answer with, "Yes,
did."

PRE-VOC (3) 7
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T: 1look for a job 81: Didn't Vinh look for a job this
: morning? s
. Sé: Yes, he did. -\\\\\ ‘
need a job SI: Didn't Vinh need a job this morning? L
_ _ 82: Yes, he did( i
look through the want ads 81: Didn't Vinh look through the want .
ads this morning? X .
/ SZ: YEB, he didc ’< ){.‘.
2 : ~ e
7. Short Dialogue. 7 ' . '
' The following dialogue Memorize the following dialogue.
is to be memorized. N
Situation: Hieu is talking with Mr. Hunt about a job. -
Mr. Hunt: What kind of job do you want? \ ) ”
Hieu: I want to work as a clerk.
Mr. Hunt: Do you have experience? - .
Hieu: Yes, I worked in an export office last year. I was a
shipping clerk. ‘
Mr. Hunt: Good. Employers like to hire people with experience.“"
"¢ The following exercise drill the infinitive as direct object. . .
ﬁ—-—: e o : i B =g . A !
The infinitive (to + verb) used as direct object )
£, . {
We need to find good employees.
to interview
to find . R -
L‘ —_ﬁ .

Repetition Drill.

Have students repeat the following
after you, both chorally

and individually.

We need to find jobs.

Repeat the following sentences
after your teacher.

Employers want to hire people with experience.

You need to get more training.

You learn to fill out application forms. h S
We need to talk about your interests.
We want to find the right job for you.

We help you to find a job.

170
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K , 9. Substitution Drill.
e Have: the students repeat the
. . first sentence. Then provide
Cel the cues and ask them to modify
" the base sentence.

"' (a) ) - .

' “P: I need to find-a job- T8

look for °
interview for
talk about
train for

. apply .for

- (b)
: T: He needs to get more training S:

wants -

has

plans : ¢

hopes °

L -

o (e)- ‘
T: We need to talk about your interests. §;
experience
salary
benefits
training

application
resume

(d)
T: -Did you plan to enroll in a S:
,manpower program?
© . decide

L~ Treed
4 , want

have

hope

T: He dcesn't want to hire pebple . S:
without experierce.
like

have

Y

-

by,

[

‘Repeat the first sentence after

your teacher.
using the words

need to train
need to apply

R BN R

He needs to get
He 'wants to get

Then make a sentence

(cues) provided.

need to find a job.

need to look for a job.

need to interview for a job.
need to talk about a job.

for a job. N
for a job.

more training.
more training.

He has to get more training.

He plans to get
He hopes to get

We need to talk

We need to talk
We need to talk
We need to talk
We need to talk
We_ need to talk
We need to talk

Did you plan to
program?

more training.
more . training

about your interests.

about your coxperience.
about your salary.
about your benefits.
about your training.
about your application.
abouc your resume,

enroll in a manpower

Did you decide to enroll in a manpower

- program?
Did you need to
program?
Did you want to
program?
Did you have to
program?
Did you hope to
{ program?

lle doesn't want
experience.

He doesn't like
experience.

He doesn't have
experience,

A5¢

enroll in a manpower
enroll in a manpower
enroll in a manpower

enroll in a manpower

to hire people without
to hire people without

to hire people without

PRE-VOC (3) 9
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plan

(£) n
Have the students repeat the first
sentence. Then provide two cues -
and ask them to modify the base

_senfrence using the cues.

T: We need to talk about your resume, S:
want to / experience :
plan to / training

“have to / interests

They want to consider your back-
ground |
hope to / interegts
try sto / education
need to / salary

10. Question and Answer Drill.

Provide the first cue and have first

. student ask, "Did you ... yesterday?"
Provide the second cue and have second
student answer, "No, I didn't I ...
today."

T: 1look for a job. Sl:
want to look today Sz:
talk to an employment agercy Sl:
vant to talk to them today

SZ:
enroll in a manpower training SI:

program

want to enroll 32:‘
visit the garage SI:
intend to visit Sz:
look at job listings SI:
need to look 82:

172

He’ doesn t need to hire people without
exper ience. ~
He doesn't plan to hire people without
experience. , .
Reﬁeat the first sentence after your o

teacher. Then make a sentence using

. the two’cues your teacher provides.

We need to talk about your resume.
We want to talk-about your experience.

-We plan to talk about your training.

We have to talk about your interests.
They want to consider your background.

They hope to consider your interests.
They try to consider your education.
They need to consider your salary.

Use the first cue your teacher provides .
and ask the question, "Did you ...
yesterday?" Use the second cue your
teecher provides and answer, ''No, I

didn't. I ... today."

Did you look for a job yesterday?
No, I didn't. I want tc iook today.

Did you talk to an employment agency
yesterday?

No, I didn't. I want to talk to them
today. :

Did you enroll in a manyower training
program yesterday?
No, I didn't. I want to enroll today.

Did you visit the garage yesterday?
No, I didn't. I intend to visit .
it today. .

Did you look at job listings yesterday?
No, I didn't. I need to look at them
today. !

PRE-VOC (3) 10
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:  wue wiv job counselor §1¢ DVid you see the job couuselor yasterday!
want to see ' 82¢ No, Ididn't. I want to see l.im today.
o 11. . - D , . i . . . N . . - -
(A Students should give answers  ~ Answer the questions. They are based on
based on the. dialogue. the dialogue. '

T: Did Marta find a job? ' 8: No, she didn't. ’

. Did Marta introduce Hieu to Mr. Hunt? Yes, she did.
Did Vinh and Hiue talk to Mr. Hunt? Yes, they did.
Did Mr. Hunt arrange an interview .

. for Vinh? No, he didn't,
Did Vinh apply for a job? Yes, he dic.

. Did Marta walk to the garage? No, she didn't.
Did Mr. Evert hire Vinh?  No, he didn't.
Did Vinh and Hieu ahswer the want ads? Yes, ‘they < id.

-12. Role Plaxing Activity. .

*  Students should use the following Have a short conversation with another
three situations to make up simple student about the following situation, '
dialogues.

I.: Vinh asks Mr., Hunt about the sérvices of the job training center.
.iI. Vinh talks to Mr. Evert about the mechanic's job..
I”°. Marta introduces Vinh and ' ieu to Mr. Hunt.

13. Homework/ Se.itwork. .
Students shc1ld £ill in the blank Fill in the blanks in the story. Use a word
with the app: priate word given in from the list.
the list. —_
station zalled asked lookad notices
needed 2xXperience about - ar' ived . hewspaper

. . ,
worked hire suggested talked
Vinh a job., He at tha classified ads in the . -
He three interesting ads: on e for a mechanic, one for an autobody worker,
and one for gas help. He —. for intérviews at all three places.

The gas station manager
L4

When Vinh

manager asked.Vinh

last year.
The manager didn't Vinh.
and training.
173
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Vinh to come
at the service station, he

his experience.

But he

R A A A Y J TP Pl Ay o L

at 9:00, ' .

to the manager. The

Vioh _ in hi u:cle's garage

that Vinh get more

7
PRE-VOC (3) 11 '



O - - e t- 1., g-t)\‘u“bﬂ. 3 \-«.. *:llﬁg!!?e_-_‘i‘:\i~¢.ﬁ.\v:‘-':'. =,

.

" (a) B.wlm_uma L : v
i " You want a’ job, but you . euﬂ't f£ind one. - A nnnpunur dthlnpmanh o
h program can help. A manpower program offers education, counseling and

job placement. When you go to thé program of fice, you talk to a job Ca
counselor. He interviews you. ‘He asks about your education, work ex-
perience “and interests. He can suggest & suitable job for you. .-

Perhaps you worked in a ‘garage. You enjoyed the work, but you can't LR
find the same position in your new town. The counselor may suggest dif- . x
ferent kinds of related Work. Perhaps your town has too many mechanics, ~"$
but it needs autobody repair workers. The manpower program can teach you w
new rkills. . -

" You and the job counselor work together. You khuw'yout interests, : e
experience and goals. The counselor knows the job market and training .
programs. Together you work out the right plan for you.

(b) Comprehension Questions. . . ) .

Tt

1. What does a manpower program offer? . .

2. Who talks to you in the program office?
3. What does the counselor ask ahbout?
4., How can the counselor help you? . ' -

5. What can he suggest?

PRE-VOC (3) 12,
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Nouns

background
education
goal(s)
infinitive
position
station

Verbs

arrange(d)
consider
continue
enjoy (e1)
enroll( 1)
hire

hope
intend.
intervies
join
notice
plan
underst .
visit

VOCABULARY

Expressions:

Descriptive Words

ago

during
export
interesting
nervous

. open-entry

perhaps
related
same
suitable
together

Hold on
It's worth a try
Sounds great

~ That's right

175
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When did vou spoak
with him or her?

Who did you
speak with?

TALKING ABOUT JOB POSSIBILITIES

What was youdr
first comment?

e b s e

Carlan, E'm
e e l["‘l\

ol a Jobs:

TASK SHUET #3
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Successful
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BJECT I VES FO R HE TEACHER:
- Listening Comprehension |

Student will be ‘able to: : .

‘1. Comprehend and answer simple questions about the -

conversation.

Student will be able to:

l. Give an appropriate response when:
a. asked about adjectives describing time and place.
b. asked about adjectives describing qualities.
c. asked questions using expressions of time.

2. Recite a short dialogue with one another.

3. Ask questions to elicit the above information.

4. Perform all of the above with acceptable pronunciation.

Reading and Writing

OBJEC

Student-will be able to: | -
l. Read a passagé and answer comprehension questions for
homework/seatwork.

2. Complete a short writing assignment for homework/seatwork.

\
TIVES FOR THE STUD ENT:

INSTR

\ | .

In\this lesson you will:
Listen to and understand the conversation.

2. Learn words to describe time and place.
3. Learn words to describe qualities.
4., Learn expressions of time.
5. Memorize a short dialogue.
6. Have a short conversation with another student,
7. Read a short selection and answer questionms.
8. Do a short writing assignment.

L
v

UCTIONAL AIDS:

Task sheet

PRE-VOC (7) 1
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CONVERSATION

To_the Teacher: The following ¢onservation is intended to introduce the
student to 1) the predicate adjective, and 2) the
irregular past tense. Follow the same presentation
procedure as outlined in Units 1-3,

To_the Student: Listen to the following conversation.  22 not memorize:ig.

1. Follow along in your book as your teacher reads

the conversation, ,
2. When your teacher tellk you to do so, close your

book and listen to thes}vaersation again.
3. Open your book. Your teatcher will explain words

and sentences you do not understand,
4, Close your book. Listen to the conversation again.,
5. Answer the questions your teacher asks. Give

+short answers, .

\

\
\
A 1

——

AN

N\

Situation: - Marta is telling Vinh about job interview %*fh Mrs. 0'Brien.

V'Vinh: Hi, Marta. How did the interview go?
Marta: It was pretty good. I was a little nervous at fixst, but

Mrs. O'Brien was very nice and put me at ease.

N\

. Vinh: What happened? | / .
Marta: Well, I filled out the application blank . . , Y \\\
Vinh: Didn't you take a resume?

Marta:  Yes. I gave her the resume, but Mrs. O'Brien needed the

information on their forms, too. "After I filled out th
forms, she asked me a lot of questions: :

Vinh: Did she ask about your job expérience?

Marta: Yes, but she also wanted my references and she asked a lot
of questions about the manpower program. She was impressed
by the training.

Vinh: Was that it?

Marta: No. 1 t10k a typing test. I typed a business letter
and a long,. column of numbers.

Vinh: How did you do? Did you make any mistakes?

tarta: No, I didn't. The test was easy, except the machine ran odt
of ribbon right in the middle of the letter. I knew how to
change it. Mrs. O'Brien was pleased. :

&

PRE-VOC (7) 2
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Vinh: What
Marta: Yes,

Marta: Well, no.

[N}

an easy interview!

it was. Mrs. Carlton taught us about interviews at : j
school. I was ready. '

Vinh: Did she offer you the job?

gomgzehégsion ggestipns

1. What did Marta take with her?

She said she'll call at the end of the week.

P

2. Did she f£ill out an application form? ;"

3. What did Marta type?

4. Was Marta's interview easy?

" 5. Who taught Marta about interviews?

The following exercises drill predicate adjectives and adverbs: .

1, Reﬁetition

1t ‘'was easy. - ' |
pretty good. !

1 was ready. : f
a little nervous. ’ |

impressed. !

7 :

I

Drill. . !

n/-

It was easy.

I was ready.

She was impressed.
Mrs. O'Brien was nice.

Mrs. O'Brien was pleased.

It was pretty good.
I was a little nervous,

2. Substitution Drill$

(a)

T: I'm ready.
late
nervous

179

Repeat the following sentences
after your teacher. i

Repeat the first sentence after
your teacher. Then make a : °
sentence using the cues provided.

S: I'm ready.
I'm lace.
I'm nervous.

PRE-VOC (7) 3
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.-b).

( .
T: I'm not ready.
late
- nervous
(c)
¢ Hieu was early.
away
sick
(d) .
¢ Hieu wasn't early.
away
sick
(e) v
T: The personnel .raa;, + will be
on tiwe.
late,
(£) _
: The personnel manager won't be
on time.
late.
(8) ( :
T: Hieu géd Vinh were pleased.
happy
- tdred
(h) ¢
T: Hicu and Vinh weren't pleased.
happy
tired
(1)
T: 1Is the test easy?
difficult
_accurate

180

_

§: I'm not ready.
I'm not late,
I'm not nervous.

S: Hieu was early.
Hieu was away.
Hieu was sick.

0
[ 1)

Hiey wasn't early.
‘Hieu wasn't away.
Hieu wasn't sick.

§: Tne personnel manager will be
- on time.

The personnel manager will be

late. '

S: The personnel manager won't be
on time.
The personnel manager won't be
late.

S: Hieu and Vinh were pleased.
Hieu and Vinh were happy.
Hieu and Vinh were tired.

S: Hieu and Vinh weren't pleased.

Hieu and Vinh weren't happy. ™~

Hieu and Vinh weren't tjired.

S: Is the test easy?
Is the test difficult?
Is the test accurate?

PRE-VOC (7) 4
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T: Isn't the test easy? -
difficult
accurate

(k) ' :

T: Were Marta and Vinh here?
over there
on time

(1) '

T: Weren't Marta and Vinh here?

' over there
on time

3. Multiple Substitution Drill.

T: Marta was early yesterday.
today :
will be
They
late
tomorxrow
I
ready ‘ o
in an hour
You
were
yesterday

4. Question and Short Answer Drill.
Ask the question. Have students
give short affirmative or negative
ansyers.

T: Am I late?
Is he late?
Are Vinh and Marta early?
Is the empioyee'reliabie?
Is the office sunny?

Are the figures accurate?

181

8t

TIen't the test easy?
Isn't the test difficult?
_ Isn't the test accurate?

Were Marta and Vinh here?
Were Marta and Vinh over there?
Were Marta and Vinh on time?

Weren't Marta and Vinh here?
Weren't Marta °'nd Vinh over there?

Weren't ‘Marta and Vinh on time?

- .
Repeat the first sentence after
your teacher. Then make a sentence
using the cues provided.

Marta was early yesterday.
Marta was early today.

Marta will be early today.
They. will be early today. /
They will be late .today.

They will be late tomorrow.

"I will be late tomorrow.

I will be ready “omorrow.

I will be ready in an hour.
You will be ready in an hour.
You were ready in an hour. ;
You were ready yesterday. £

.

Answer‘iour teacher's question in
the affirmative or negative.

Yes, you are. (or
No, you aren't.)
Yes, he is. (or
No, he isn't.)
Yes, they are. (or
No, they aren't.)
Yes, (he) (shc) is. (or
No, (he) (she) isn't.)
Yes, it is. (or
No, it isn't.)
Yes, they are. (or
No, they aren't.)

PRE-VOC (7) 5
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3.

Qued Question_and Answer Drill.
Write the following complements on

-

the board. Provide the subject and
ask first student to ask the ques-
tion "Was/Were ...?" Ask second
student to‘give a negative answer '
and provide the second complement,
"It was/They were ..."

~

accurate / inaccurate
dependable / undependable
noisy / quiet

safe / unsafe

introduced in Unit V.
i .-

T: accounts accurate S1:
: S,
2
employees dependable 4 SI:
. : S.:
2
machines noisy 81:
S,
2
elevators safe S,:
s
2.
typewriter reliable SI:
' S,
2
bus prompt Sl:
S .
. 2"
Vinh sick SI:
S .
2.
trains late SI:
2°
The follow'ng exercises drill the'irregular

Your teacher will write ‘the
following predicate adje.tives

on the board. Use the cues he/

she provides and ask the question
"Was/Were ...?" Then give, a
negative answer and make a sentence
using the adjectives in the right-
hand column.

reliable / unreligble
prompt / late
sick / well (fine)
late / on time

early

Wére the accounts accurate?
they weren't. They were
inaccurate.

Were the employees dependable?
No, they weren't. They were
undependable., :

Were the machines noisy?
No, they weren't. They were quiet.

Were the elevators safe?
No, they weren't. They were
unisafe.

Was the typewriter reliable?
No, it wasn't. It wds unreliable.

Was the bus prompt?
No, it wasn't. It was late.

Was Vinh sick?

No, he wasn't. He was well (fine),

Were the trains late?
No, they weren't. They were on
time (or They were early,) .

past tense/of verbs, fhany of which were

It was pretty goad,
Mrs. O'Brien put ‘me at ease.
you take a recume?
you make any mistakes?
PRE-VOC (7) 6
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@

It was pretty good,
"I was a little nervous.

Mrs. O'Brien put me at ease.

I gave her the resume.
I took a typing test.

Y

- %

Repeat the following sentencea"
after your teacher. - '

The machine ran out of ribhon.
Mrs. Carlton taught us about interviews. ' ‘

How did the interview go?

Did you make any mistakes?
Didn't you take a resume?

Substitution Drills.

L
-

(a)

\.

T: The machine ran out of ribhon. . S
engine/gas
pen/ink .
typist/paper
srestaurant/ the special
bakeéry/doughnuts
« patient/medicine ’
(b) ? .
T: Mrs. Carlton taught us about’ S:
intervieus.
t . grve us information
7’ . spoke ‘to us
sent for information
(c)
T: Did you make mistakes? S:

have trouble

find the shop

send for the information
take a resume

g0 to the interviews

183

Repeat the first sentence
after your teacher, Thed
make a sentence using the
cues provided.

The machine ran out of ribbon.

The engine ran out of gas.

The pgpfraﬁ'out of ink.

The typist ran out of paper.

The restaurant ran out of ¢phe special.

The bgkery ran out of doughnuts,
The" pdtient ran out of medicine.

Mrs. Carlton taught us about
interviews.

Mrs. Carl.on gave us information about
interviews. -

Mrs. Carlton spoke to us about
interviews.

Mrs. Carlton sent for information
about interviews.

vid you make mistakes?

Did you have trouble?

Did you find the shop?

Did you send for the information?
Did you take a resume?

Did you go to the interviecws?

PRE-VOC (7) 7
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8. Multiple Substitution. -
. - Repeat the first sentence after -
your teacher. Then make a
sentence: using the cues provided.
T: Marta went to an interv‘ew $: Marta went to an interview
' yesterday. yesterday,
1 I went to an interview yesterday.'
a restaurant I wvent to a restaurant yesterday.
ate at I ate at a restaurant yesterday.
They They ate at a restaurant yesterday.
today They ate at a restaurant today.
met They met at a restaurant today.
Vinh and Hieu Vinh and Hieu met at a restaurant
today. _
the post office Vinh and Hieu met at the post
office today.
. an hour ago Vinh and Hieu met at tne post
g office an hour ago.
left Vinh and Hieu left the post
office an hour ago.
You You left the post office an hour .
ago,
9. Answer Drill. , :
Ask the question. Have students Answer the question your teacher
answer using the past tense of asks. Use the past tense of the
the verb in your quescion. verb. in the question.
T: Did you take your resume? S: Yes, I took it.
Did you drive the car? Yes, I drove it.
" Did you break the appointment? Yes, I broke it. .
Did you buy the tickets? Yes, I bought themn.
Did you send the application form? Yes, I sent it. '
"Bid you leave a telephone number? Yes, I left it,
Did you forget your forms? ‘ Yes, 1 fz.:st chem.
10. Answer and Cued Response Drill. : )
Ask the question. Have student Answer the question in the hegarive.
give a negative short answer. {iien make a sentence in the past
Then provide the cue and ask the tense using the cues orovided.
student to prcvide a sentence in
the past tense.
T: Didn't S: No, they didn't.
bus stop? ' :
at school They met at school.

PRE-VOC (7) 8
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T: Didn't ﬁarta leaﬁe a application S: No, she didn't.

& at school? . ,
at the employment office She left it at the employment office.
. Didn't you take your resume No, I didn't.
T f _ to the interview? '
- personal data card I took my personal data card.
Didn't he go to his appointment - No, he didn't.
. ' on Monday? , '
on Wednesday He went on Wednesday.
Didn't Mr. Hunt'go downtown? No, he didn't. . o
his office . He went to his offjce.
Didn't you put the tickets in No; Ididn't,
your pocket? X
in my briefcase I put them in my briefcase.
. Didn't Hieu ride the bus uptown? No, he didn't,
downtown He rode it downtcwn.
Didn't they buy their sandwiches No, they didn't.
at the restaurant? : *
] . coffee shop They bought them at the coffee shop,,
11. Short Dialogue.
Memorize the following dialogue.
Situation: Hieu and David are talking about_Hieu's typing test,
Hieu: I took a typing test today.
David: Was it easy?
Hieu: No, it was difficult. And I was nervous.
David: Did you make a lot of mistakes?
Hieu: I made a few. But next time I won't be nervous.
* ,Review: Wh-words.
* 12, Cued Question and Answer Drill.
Provide the first cue. Have first Use the first cue your teacher proviaes,
student ask, ''Did you ...?" Second “and ask. "Di¢ you ...?" Answer with,
} student will answer, '"Yes I did." "Yes, T did." Then use the second cue
Then provide the second cue and have and ask a question. Answer the questicn
first student ask a second question. the third cue your tcacher provides,

Give the third cue, and have second
student answer using the cue.

T: take resume SI: Did you take vcur resume?
82: Yes. I did.
When Slz When did you tske it?
today SZ: I took it tod:c:.
PRE-VOC (7) 9
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13.

-~

Did you break the appbimcment? - ¢

break gppointment :1: 2 ou bre
. . : eﬂ,
Why 33: Why did you break. 1t?
was sick : . 82: I was sick,
leave telephofie number s 81: 'Did you leave a telephone number? .
) S,: Yes, I did. ‘
Where — sf:, Where did you leave it?
with the receptionist' sz: I left it with the receptioniit. .
make a lot of mistakes 8¢ Did you make a lot of mistakes?
. S,¢ Yes, I did.
Why ' .Si: Why ‘did you "make them?
was nervous 82: I was nervous.
¢
drive downtown 81: Did you drive downtown’ .
' S,: Yes, I did. .. ' '
Why Si: Why did you drive?
was late 82: I was late.
send the application form 'SI: Did you send the aﬁplication form?
82: Yes, I did,
When 81: When did ycu send 1it?
this morning 82: I sent it this morning.
g0 to the intervjew S,;: Did you gc to the interview?
82: Yes, 1 QId
How 81: How did ‘it go?
pretty well SZ: It went prztty well.
lose the address SI: Did you lo:: the addressg?
82: Yes, I dig.
Where Sl: Where did :'ou 1ose it?
at the movies ’ S,: I lost it zt the movies.
meet the personnel director SI: Did you mez: the personnel director?
82: Yes; I dic.
Where SI: Where did ;':u meet (her) (him)?
in (her) (his) office 82: I met (her. (him) in (her) (his)
: office.
Role Piaving Activity. _ R

I. Marta tells lrs. Carlton about her iscerview.
II. Vinh tells Hieu about his interview :: the garage, .

III. Tell your friend about applying for : job at a coffee
shop.

:2-VOC (7) 10
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14.(a) RgadinglPassage

You're looking for a job. You read the wanﬁkuds this morniﬁg. .
You saw an interesting job, so you called for an integview. Mr. Bell,

+

Interviews' L

the personnel officer, asked you to come for an interview at 3:00.

You remembered the advice of the job counselor. You gox there on time
and waited outside Mr. Bell's office until he was ready for you. You
gave: him your resume and letters of reference. Mr. Bell looked at
tham.” Then he told you about the job and the company. He explained
the company's policies and the opportunities for advancement. He
asked you for questions. You asked about salary and.education assist-
ance. He answered these questions. Then he offered you. the jeb.

. /7

+ You're hapby.- The interview went well. But are you going to

" take the job?

The work sounds interesting. You'll have a variety of things.
to do. You can take courses at a local college. The company will pay
for them. Then you can qualify for a better job with the company.
The company benefits are excellent. The pay is good. More important,
you will have a chance to advance. But, the office is far away.
You'll have to ride the bus for 45 minutes to get to work. You work
day will be long. ~ '

Still, it's a good opportunity. Maybe you can move closer to
the office. You liked Mr. Bell and the company. Mr. Bell was help-
ful and nice. The campany is big and growing. The job offers you a
chance for advancement.

Maybe you'll take the job. Maybe not. Still, the interview
was interesting. It wasn't difficult. You were nervous at first, but
Mr. Bell put you at ease. Next time, you won't be afraid of an
interview. i '

14. (b) Comprehensionggueétions

1. At what time was &our interview?

2, What did you ask Mr. Bell about?

3. 1Is the office close to your home?

4. Where can you take courses?

5. How did you find out about this job?

15. Homework/Seatwork

Place the following words into
the blanks below.

left . nervous Avenue Barage
caught went to apply in front of
easy bus driver early know

PRE-VOC (7) 11
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Vinh - to s sarage.yeiterdgy. Heé wanted for a

‘. job. The garage was at 192. Forest Hill _

£ apartment early in the morning. He was

L

the way. He _ the bus-

.+ He ____ his
because he didn't

his apartmeat building.

asked the for d;rections.f?The trip to thé

: , and Vinh got there .

1343
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Nouns -

assistance
column
doughnut(s)
engine
letter
machine ,
medicine
middle
nistake(s)
movie(s)
patient ' 2
pocket
polity(ies)
potato(es)
restaurant
ribbon
sandwich(es)
test

variety

Verbs

- break
catch
- forget
qualify
run out

Descriptive Words

accurate
afraid
away
business
dependable
helpful
impressed
local
noisy

on time

VOCABULARY

4

.(Descriptive:Words)

pleased

.pretty
' prompt

ready
reliable
safe
unreliable

Expressions

at ease

PRE-VOC (7) 13
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TASK SHFET #7

] ~d,
1 L4
GIVING INFORMATION AT THE JOB INTERVIEW
Date Who did you Hig/her title o Name of Co; What did he/she | What was 1Successful? - [Remarks
speak with?. ask you your answer
Mr,: Lonnie i Taylor Can you start Yes I can Yes
Ray . Manager Toys next week? Start any, e _/
' time.
(]
)
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UNIT EIGHT ’ : ]

- onancmxv‘ni FOR THE ~TBAOH‘El§:

- . . ] q
Listening Comprehension s ' ' RE .

2, Identify benefits of a full-time job.

°{
Student will be able to:
1. Comprehend and answer simple questions gbout the conversation..

Student will be able to: _ -/
1. Give an appropriate response when:

a. asked about the benefits provided by employers,

b. asked about salaries, overtime and hours of work. -
2. Recite a short dialogue with one another. :
3. Ask questions to elicit the above information.
4. Perform all of the above with acceptable pronunciation.

Reading and Writing

OBJEC

Student will be able to: '
1. Read a passage and answer comprehension questions for homework/

seatwork.
2, Complete a short writing assignment for homework/seatwork

TIVES FOR THE STUDENT:

INSTR

In this lesson you will:

1., Listen to and understand the conversation. ,
2, Learn words about benefits provided by an employer,

3. learn words about salaries and hours of work. !

4, Learn to ask about benefits, salaries and hours ?f work.
5. Memorize a short dialogue. ,

6. Have a short conversation with another student. |

7. Read a short selection and answer questions, i

8. Do a short writing assignment, ]
]

UCTIONAL ATIDS: '

1. Pay check and tax table forms to accompany Drill No. 1l4.
2. Task sheet

PRE-\0C (8) 1
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gb the Teacher: The

To the Student:

to

CONVERSATION

following conversation is -intended to introduce the student
1) Wh-words How many and How much and countable and non-

countable nouns, 2) quantifiers, and’ 3) Would like to used as
an expression. Follow .the same presentation procedure as outlined
in Units 1-3. ) :

This conversation is not for memorization.

o«

1.

2.

 * k % % _ ' /

Listen to the following conversation. Do not memorize it.

Follow along in your book as your teacher reads the conversation.

When your teacher tells you to do so, close your book and listen
to the conversation again.

Open your book. Your teacher will expalin words and sentences
you do not understand.

Close your book. Listen to the conversation agian, -

Ansver the questions your teacher asks. Give short answers.

Situation: Mrs. O'Brien called Marta. Now, Marta is talking to Vinh.

Mirta:
Vinh :
Marta&
Vinh :
Marta:

Vinh :

Marta:

Vinh :

Marta:

Vinh :
Marta:

I just got a call from Mrs. O'Brien. She offered me the job!
Terrific! Will you take it? '.
Probably. I have to decide by Monday. The job doesn't pay that well.

How much is
It's $520 a
Tha+'s good.

the salary?
month, before taxes. But there dre a iot of benefits.

In class, Mrs. Carlton gave us some good advice. She

said thot benefits can be as ilmportant.-as salary. What are the benefits?
How much vacation do you get? '

Well, I get
month.

That sounds

two weeke of paid vacation and one day of sick leave per

good. Do you get health insurance?

Yes, I do, but not dental. Also, I will get life insurance and a discount
on car insurance through the agency. ’ '

Is there a credit union?

No. I would like to join one. I reed to buy a car and manv credat

unions lend
save enough

money at low interest. But, I can take the bus until I
money to buy a car.

159
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Vinh:
Marta:

Vinh:'
Marta:

How many hours a week will you work?

I'11 work 9 to 5, five days a week. But I'll have to work
some Saturday mornings. That's not too much. - .

The job seemi'%ood: lots of benefits, and not too much work. _ v
The work will be interesting. I just decided. 1I'm going to
take the job! -

* Comprehension Questions.

- Teacher:

Wﬁat did Mrs, O'Brien offer Marta?

What gllvice did Nrs, Carlton give the class about salary?

What kinds of insurance will Marta get? : ) o . o\
Why-'does Marta®want .to join a credit union?

How many days a week will Marta work?

Will Marta take the job? .

)
A 3

The following exercises drill questions words, How much and How many. and countable

and non—countable nouns:
-y p——
How much money will you earn?
' much _ is the salary?
) many days a week will you work?
many days off - do you have?

1, Regetition Drill,

Repeat the following sentences ‘
after your teacher,

How much money will you earn?

How many overtime hours will you work?

How much work will you have?

How many days off will you have?

How much training will you get?

How much is the salary?

How much vacation do you get?

How many days a week will you work? .

PRE-VOC (8) 4
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"~ 7 2, Substitution Drills.

|
(a) " L
T: . How many\ interests do you have?
interviews :
skills ’ )
certificates
years ‘of education’

years of experience

(b)
T: How much work do you have?
space '

- time off

comp time
overtime
experience
training

insurance

Answer Drills.

Ask the questions and have
students answer them using
"... a‘few/several." in (a)
a lot/a little:" in

and"...

(b).

How many deductions will Marta
N *  take?

How many benefits will we get?

How many people will Mrs.
O'Brien interview?

. How many advantages does the
job offer?

-’

197

Repeat the first sentence after
your teacher, Then make- a sentence
P using the  cues provided. ’(,

-

How many interests do you have?

How many interviews do Kou have?
How many skills do you have?"

How .many certificates so you nave?
How many years of education do

-you have?
How many years of experience do
you have?
S: MNow much work do you have?

.low much space do you have?
How much time off do you have?
How much comp time do you have?
How much overtime do you have?
How much experience do you have?
How much training do you have?
How much insurance do you have?
Answer your teacher's questions.
Use "... a few/several." in (a) and

. "... a lot/a little.". in (b) in your
answers. . '

SI: She'll take a few.

82: She'll take several.

S, ¢ We'll get several,

S, We'll get a few,

81: She'll interview several.

85 She'll interview a few.

°1: It offers several.

9 It offers a few,

PRE-VOC (8) 5
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How much overtime will Marta work? SI: She'll work a lot. ®
. szz She'll work a little.
How much credit do you want? 81: I want a lot. e
: . S,: I want a little. | | #
How mich opportunity for S, There's a lot. o
advancement .{s there? Sy: There's a little. . o
How much interest does the Slz It charges a lot.
credit union charge? . §,: It charges a little.
Question and Answer Drill. . :
Provide the cue and have sutsents Use the cue your teacﬂer provides,  an
.ﬁsk quest&on using "How much"” or . _ask a 3u$ﬁtion with, ﬁow"?uch...lio Len
How many" and the cues you provide. you have Answer with, "Just a little,
Ask them to answer with, "Just a or "Just a ver." '
little." or "Just a few." s
days off "glz How many days off do you have? .
X Just a few.
benefits ~81:~ How many benefits do you have?
52: Just a. few.
breaks Slz How many breaks do you have?
82: Just a few,
work -81: How much work do you have?
Sz: Just a little.
experience 81: How much experience do you have?
references Sy: How many references do you have?
82: Just a few,.
training 81: How much training do you have?
! ; Sp: Just a little.
holidays Slz How many holidays do you have?
SZ: Just a few.
Short Dialogue, S
Memorize the following dialogue. -

Vinh:
Marta:
Vinh:
Marta:

I would like a job with some overtime hours,
Why?
Overtime pays time-and-~a-half.

Do you get one-and-a-half times the regular pay for each
overtime hour?

193 PRE-VOC (8) ¢
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s . Vink .
Keo: Wow, 1 w&ulﬁ like to work late for that kind of money.
e The following exercises drill -quantifiers:
e —— - :M-
- Quantifiers e ’
Many credit unions lend money
I'll have to work some Saturdays.
There are ' , a lot of benefits, .
. The job doesn't have much worke
Do I get’ any time of£?

6. Repetitibn

Drill,

L

Repeat the following sentences
&fter your teacher. )

. Mrs. Carlton gave us some *good advice.

Many credit unions lend money at low prices,

I'1l have to work some Saturday mornings.

The job doesn't have much work.,

There are a lot of benefits. -

I would like to get some credit. S

Do I get any time off?

7. Substitution Drills.

| (a)

T: There are a lot of benefits.

* (b)
T: Many credit
Some
A few
A lot of
Several

many
some

a few
several

unions lend money,

199

Repeat the first sentence after
your teacher. Then make a sentence
using the cues provided.

S: There are a lot of benefits.
There are many benefits,
There are some benefits,
There are a few bencfits,

. There are several benefits.,

S: Many credit unions lend money.,
Some credit unions lend money,
A few credit unions lend money,
A lot of credit unions lend money,
Several credit unions lend money.

PRE-VOC (8) 7
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Would you like

-

I don't have much time, S:
. work
sick leave
. annual leave

L]

Marta would like some health S:

"insurance, ,
employee -

" benefits
advice
hints
information

Don't you have any bus tickets?’ S:
application forms
information
uniforms
job leads

Answer Drills.

Ask the following questions.
give short answers
gtive or negative,

Do most newspapers list want ads? S:

Do all private agenices charge you
a fee? ' )

Do many employers want to interview
you? :

Do a lot of application forms ask
about your religion?

Do most ads give you all the facts?

Do a:l schools have placement offices?

Would you like any health

insurance? 'S:
Would you like any dental

insurance?
some credit

references?
Would you like some good advice?
Would you like a little time off?
Would you like a lot of weekend

hours?

20
195

time.

work,

sick leave.
annual leave.

don t have much
don't have much
don't have much
don't have much

. -
14

Marta would like some health insurance.

Marta would like

some
Marta would like some advice.
Marta would liKke some hints.
Marta would like some information. - ¢

Don't you have
Don't you have
Don't you have
Don't you have
Don't you have

any bus tickets?

any application forms?
any information?
any uniforms?
any job leads?

-

)

Give short answers to your teacher's
questions. Answer ''Yes, ... do." or
"No, ... don't." in a) and "Yes, ...

‘would." or "No, ... wouldn't." in b).

(Yes, they do.) .
(Yes, they do.)

(Yes, they do.)

"(No, they don't.)

(No, they don't.)
(No, they don't,)

(Yes, I would.) .

(No, I wouldn't,)
(Yes, I would.,)
(Yes, I would,)
(Yes, I would.)

(No, I wouldn't.)

PRE-VOC (8) 8
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, , R@ﬁeat the first sentence after ,
- . . - .your teacher. Then make a sentence o
' using the cues provided. . .

T: I'll work five days a week. ' S§:  I'll work five days a week.

- ten hours a month I'11 work ten hours a month,

' forty hours a week I'll work forty hours a week.
some Saturdays ' I'll work some Saturdays,

a -lot of weekends : ‘I'll work a lot of weekends,

a few weekends . I'l1 work a few weekends.
" .

o 210. Multiple Substitution Drills,

’

Repeat the first sentence after
your teacher. Then make a sentenge
using the cues provided.

(a) e

T: -Marta will make $520 a month.. S: Marta will make $520 a2 month.
get o Marta will get $520 a month.
won't Marta won't get $520 a month.
Vinh Vinh won't get $520 a month.
any benefits Vinh won't get any benefits,
didn't Vinh didn't get any benefits,
many : Vinh didn't get many benefits.,
interviews Vinh didn't get many interviews.

(b) :
T: Hieu filled out a lot of applica- S: Hieu filled out a lot of application
tion forms. ' forms. _

several Hieu filled out. several application
' ' forms,
mailed ' . Hieu mailed several application forms..
Vinh o _ Vinh mailed several application forms.
took Vinh took several application forms.
tests ' Vinh took several tests,
a few Vinh took a few tests,
Marcta Marta took a few tests.

- . many ' ' Marta touk many tests.
passed Marta passed many tests.

PRE-VOC (8) 9
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_ What time do yéu

@ e M B e @,

Review: What time.in questions.

‘ Qgestign and Free Response grill..

Ask first student to answer your
question and then ask ,the same

question. Have second student
answer. Students may give reason-
able answers. -

What time do you start work?

What time do you finish work?

-

What time do you eat lunch?
What time do\you go to bed?
get up?

What time do you

leave the
house? -

“What time do you get home?

Role Plaving Activity.

Have the students use the
following four situations

to make up simple dialogues,

A

»v wn
N

@ - . [ LRI L R

Answer your teacher's question.
Then ask the same question, and
glve a reasonable answer.

At (9 o'clock).
What time do you
At (10 o'clock).

At (5 o'clock).
What time do you
At (5:30).

At (12:15).
What time do you
At (1 o clock)

At (11:3
What time\do you
At (11 o'dlock).

At (6:45).\
What time do you
At (7 o'clock).

.

At (8:10).
What ‘time
At (8:15).

At (5:30).
What time do you
At (6:40).

o you

start work?
finish wprk?
eat lunch?

go to bed?

get up?

leave the house?

get home?

Have a short conversation with
another student about the follow=-

ing situations.

I. Mafta and Vinh discuss the benefits of Marta's job.

II. Mrs.
paycheck.

III,

o' Brlen and Marta discusa the deductions in

Vinh encourages her to get some.

202

~
¥

\,‘-

Marta's

Marta wonders about health and dental insurance.

PRE-VOC (8) 10
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13. Com letion Drill. _
Students should £ill in the Fill in the blanks in the story.
.  ‘blanks with the appropriate Use a word from the list.
o word from the list, . ‘
+ . . .
L friemd painter . overtime earn
- - a week social ‘security .2 lot . net
Saturdays withheld pay - also

Vinh's __ Hieu has a job as a . He makes $90
in regular pay. He also works some . This week, he
earned $20 in overtime . His boss '$11.10 for'income
tax and $6.44 for . That amounted to of deductions.
. The union charged a little bit, $2.40. How much
pay did Hieu this week? ' |

—————

14.(a) Reading Passage.
"Taking Vinh to the Cleaners"

, Friday was a great day for Vinh, He received his first paycheck
from Acme Cleaners, But Vinh was a little puzzled. There were a few
things he didn't understand. His regular pay plus: overtime pay equalled
$130.00. $19.70 was deducted for federal income tax. Vinh's friend,
Hoang, also earned $130.00, but his federal tax was only $12,00. Why?

T Vinh asked his employer. Mr, Ace showed Vinh the tax tables.
‘They describe how much each person pays in taxes. There was one table
for Vinh, who is single, and another table for Hoang, who is married.
Each table lists wages earned and exemptions claimed. . Each man earned
$130.00 in wages. Vinh had one exemption, himself. Hoang had 3
exemptions, himself, his wife, and their daughter. Hoang pays less
money- in taxes because he is married, and because he has more exemptions.

»

14.(b) Comprehensinn Questions.

o 1. Did Vinh understand his paycheck?

2, Why does Hoang pay fewer taxes than Vinh?

3, What are the three deductions for on Hoang's paycheck?
» 4, How much income tax would you pay on $100.00 a week

with two deducticns; on $93.00 a week with six deductions?
Use the table on p. 12 to enswer this question.

« e
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VINH VAN LONG AR ~ - e
{From to incl M ' | ' | S
2-7 2-12 CLEANERS . : -y
_ ﬁf
Regular. : 1110100 ‘ :
Overtime -} 20100 ~ T .4
ll o P&y _. - » .:
n ‘ to the : ' .
\ order of $§ -
WH/tax |[19]70 pollars
"|FICA ] 760
ST/tax 1[72
Branch Office | . _
CALHOUN NATIOMAL B
Total Deductions 29,02 BANK : ' ' -7
Amt. of Check 100.98 *
\' N . "
SINGLE Persons —WEEILY Paynoll Penod
And the wiQes are— And tha Rurrter of wilhholding Allion |.;coq CIRitNed rpmm
° ' 2 3 N T 7 .
. 04:'!':‘“ ' | _ [ ] ] 10ormure
- Theamount of 1comatax to by w.t™"id §F & D
£30 $é2 1 $12C€0 1 5310; $§330! $390: §1.:0| SO $0
82l 0 84| 1240 9.¢ i €.52 450 2,10 | 0 0 sg sg sg sg '
84 £6 | 1280 9.£9 7.20 4 €0 23 | .30 0 0 0 0 0
. 86 83 { - 1320 60| 720 8CO! 280 .60 0 0 0 0 0
. 88 g0 | 1360| 1060 i 8.00 5.40 290 £Q 0 0 0 0 0
90 - 92| 1410 119! 8301  s70 3.20 ! 1.20 '
82 94| 14501 11, 81 610l 230! 140| o 0 ; 0 0
94 96| 1490l 150! ecol 40 3m01 170 0 0 0 0 0
96 98 16.20 12353 g0 6.£0 4201  2c0 0 0 0 0 0
0 100 15v0| 1270 9.£0 7.2 4.60 230 | - .30 0 0 0 0
10| 105| 60t 1340| 1060 750! =201 2e0 80
105 110 17.20 ¢+ 1233 15p ' 8.79 I' 6.10 3.50 130 g 8 g g »
110 115 18601 15¢) 1290 9¢0 !  7¢c0l 420 279 .10 0 0 0
s 120 1+ 1960 L 16EC T 12901 1622y 7S | 830 |  2e0 BO| o0 0 0
120 125 | 2070 | 17.60{ 140 I 11.€0 8.60 6.20 360 1.50 0- 0 0
- " [ 8
125 . 130 %70 1870 | 15 o__O 12€¢5 9.70 710 450 .
135 435 gg gg ! 13 gg ; :gég ! 1370 | 1070 8001 540! 358 '38 _8 2
135 ‘140 IS ’ ’ ‘ i 147 | 1170 \ 800 630 : .7 ' ‘
140 145 | 24004 2100 1820 | 1580 12801 960 729 | 353 lgg oso i 8
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‘Nouns ;

advantage(s)

annual leave
application
branch office
break(s)
car insurance
certlflcate(s)
class
comp time
credit union
deductzon(s)
dental 1nsurance
discount
education
employee(s)
exempt
exemption(s)
experience
fact(s)
federal income tax
federal tax
fee ,
F.I.C.A. (Federal Insurance
Contributions Act, or
Social Security)
form(s) ,
health insurance

"hint(s)

holiday(s)
income tax
interest
interests
lead(s)

life insurance
painter
paycheck
payroll period
price(s)
religion

sick leave
State tax(st.)
tax table(s)
tax(es)

‘..-,"\'V\_I:;.!-M Lt
W =t P O w e - v
p}
VOCABULARY
e ——

ticket(s)

-~ uniform(s)
withholding tax(wh )

Verbs_

amount
charge

- decide

encourage
equal
join

lend

list

mail
offer
wonder

Descriptive Words

clairied
earned
enough
important
low

overtime (n.+adj.)
probably

puzzled

regular

single

terrific

2i)n

2N5

*‘\
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task sheetCa

S

g had L 4 @wwone v a t Gee® @ G Gew .0'.-.-.- - o-‘- Ovv'. o--:: -
Date {What job was Opening Questioun.about the. ' | Salary Closing Successful Remarks
advertised? Comment Salary B Comment
3-23- | Service I'm What is the salaxy $80/mo. Thanks . Yes
78 Statiion calling please? : for your
Attendant ‘| foz info- - help.
! mation on
the job
you ad-

vertised.’
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